and EQUIPMENT © 
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Dignity . Offictency . ‘Comfo l- Style 


These are the salient points in modern four dimension 
office planning. They are also the four quality factors of the 


“Y and E” Planned Harmonious Unit. 
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Kerrie ¢. 


The Style Master Steel Suite in Neutra-Tone Gray Harmonizes with any Decorative Treatment. 


“AWMAN AND ERBE MFG. CO., 1045 Jay Street, Rochester 3, N. Y. 


The Franchise That Means Quality Merchandise 
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To make a good impression - 


Now 
RIBBONS - CARBONS - DUPLICATING SUPPLIES  \@ew@ 


@ HEKTOGRAPH AND SPIRIT @ STENCIL : 


CARBON PAPERS DUPLICATING INKS 

@ DUPLIFORMS @ DUPLICATING FLUID 
(Printed Master Units) @ HAND CLEANSING 

@ INKED RIBBONS CREAM 

@ CARBON PAPER @ DUPLICATING SUPPLIES 
— @ TYPEWRITER AND 

@ CARBON ROLLS PENCIL CARBONS 


@ AND RELATED ITEMS 


RIBBON & CARBON CO. INC. 
Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 


Sales and Service Everywhere 
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HOLDS ENOUGH INK TO WRITE 600 PAGE; 
OF JOURNAL ENTRIES WITHOUT REFILLING 


[DijpcLess: 


writing sets 


CAN’T LEAK...CAN’T FLOOD... 
PUTS JUST THE RIGHT AMOUNT 
OF INK ON THE POINT 


WRITES 300 WORDS WITHOUT 
RE-DIPPING! CHOICE OF ESTERBROOK 


SOLID DURACROME PRECISION- neered an 
MADE POINTS 


One filling (2 oz. of ink) and a Dip-Less* set is ready to 
write up to 187,000 words... better than 600 pages in 
the average journal. : 


This, combined with the fact that Dip-Less* offers you 
precisely the right point for every business writing need, 
makes Dip-Less* the most efficient desk set for any office, 


S33 All points for Esterbrook Dip-Less* Writing Sets are | 
instantly renewable by the user. ; 


RIGHT POINT St : Ask your stationer to show you the Dip-Less*. Available 
FOR in both single and double sets. Price $2.75 and up. ff 
nF Chen! your stationer cannot supply you, write to: The Esterbrook 
THE WAY Pen Company, Cooper Street, Camden, New Jersey. 
YOU WRITE! 5461 spechsm Yonifolll 


SS 


ota IDnppsILeSs* uniting sets by 


5284 Broad Stub ' 
= AMERICA’S FIRST PEN MAKER 


5668 Senwtal wring 


FILL ONCE... WRITE FOR 
MONTHS! SEE WHEN IT’S 
TIME TO REFILL 


THE 


*Reg. U.S. Pat. Off. 


! 


AS 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Antes 
Inc., at New York,.N,.¥Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class Dae March, 1 
Sept. 20, 1946, at the P.O. N. Y., under the Act of March 3, 1879. Volume 8, No. 3; March, 1947. Subscription $2.00 per year in United 


and Possessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 
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‘The BROWNE-MORSE 


a smooth pe 


unding features 
greater durability 
increased F, Q. 


what's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F.Q. of your filing department. Only a 5% ounce 
is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
}neered and biggest value on the market today. Check the features below: © 


to 
in a ee anr on mec -wane ri hy ges s a —_— ge — silently 
and easily on six case-hardened stee s strategica itt into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication canon, 

li di n acti on Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
70u g& g raceways of the extension arm. This scientific bearing feature eliminates the possibility 
ed, 4 of excessive wear... prevents the drawer from sticking or jamming. 
ce, 

| : ; ae iH eee _ Just a slight movement 

a down releases the 

drawer catch. No push 

ble buttons or levers, no 
It pinching, no clothes - 
catching projections. 

ook The new hardware is 


beautifully designed 


me: 


j j ica’ Write for the com- } 
Architects of Efficiency for America’s Office giile uaae eatiotee ; j 
on the Browne-Morse q " 

Glider File. Learn ~ tia, ] 


MUSKEGON fe ro Ww n e i M O r S e MICHIGAN crease the filing que. —s 


your filing operation. 


ee |e , : Siar | nama ee - a £7 - 
: MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 4 
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GENERALS 


TRADE MARK 


eb 
GENERAL PENCIL COMPANY 


67-73 FLEET STREET: ~-- JERSEY CITY 6, N. J. 
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MAKERS OF FINE PENCILS SINCE 18 2 
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FROM THE WRITINGS OF 
OUR ORIGINAL FOUNDERS 


PANama-BEA VER 


Hibooe “Caine 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y 


CARBO 
N PAPERS HECTOGRAPH UNI-MASTERS INKED RIBB 
ONS 
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MAKES EASY PROFITABLE SALES 


Before Feldco announced Vinyl-Tex Zipper Ring Binders, they were subjected 
to exhaustive tests and research. The characteristics and advantages of this 
war-born material proved so outstanding that we felt it couldn't miss striking 
the public's fancy. 


And it didn't miss . . . iri fact, now it can be told . . . it is being told by 
users throughout the country . . . Vinyl-Tex binders made an instantaneous 
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Bis d Stecl-Age Tradition 


“As scarcities begin to vanish before the surge of pro- 
duction and buyers can once more pick and choose, 
quality of materials and workmanship are again the 
first consideration. We at Corry are. proud that the 
office equipment produced here during the past difh- 
cult years has never been allowed to deviate one whit 
from established Steel-Age standards. We welcome the 
retarn of comparative shopping because we believe 
that the more you look around, the more you'll be 
impressed with Corry-Jamestown excellence. 


glee Age 


CORRY-JAMESTOWN 
MANUFACTURING CORP., CORRY, PENNA. 


Branches in Principal Cities 


. 


; 
: a 7 x Rh a a ious. ee — SS poet eam : Bee . : . : 
ae a ae i % ee ae “are a j 7 ee Ca ve 
< See: ee ‘a ee ee oe ae ase : : : es oe a 
: fe eae +g SR aa ala ¥ Serie » a Teens . ai : er P ae! See 
Bas = te bea. re cate PS oa a eae er oil ‘ ie Pa. ee | 
Pee, oS jes a 1 a i if Ae age 
5 2 yee 4 a : i. jas eek ae ; ¢ Od ile , 
wis 2. Pe a ade ae (a a ota ae 4S, aa s: ‘ 
ee: | 6h «Sl. ee oS Um hCUmh 
’ Bi 2 a ae Be eee ee loa 2 ee ec ey a 7 
) . —- nee: ee ; ae cae ie : a 
3 — ao = = a (ee = 
Tg ea OS he ‘eee cas, ¢ 
ee , Te aa 5 ee es, " , : Be age ae ops =a : = ee p 4 
Sel (Se ee ae oe ‘es fae gear : ee es akin > Be: 
= a mS ae Be Wee 5 ca a oe - 
; 4 “ rac ae ieee ad : ee 
nf =i ah " ae .y by ae a 
are x Bi ie ee bat mee Pra 
|= QUALI — ae 
= Pe wee at eo Pee : 
a : a Se OS ee : ; Segue gs : ; i i 
a de. . Le Ua eR oT: ee ea ee is ng wt SS ee . “ ; 4 
is : ss rere a 2k aaa” Re eae . : : 
Ps A te tae gti ee if a co Sonar GLa Og suger 
; 7 oo Pe Pet: a Riad 5 Se DO ah ee bx as a _ 8 a8 a Sa ht ee Bes Fi So a me oe a 
a ee te eee =< S Raat? ; ae e 
: Te A eames — 2 | 
Peet a. . See nine ae > Sate 
eet eo ye Berry = Bist 
| Fre oe Ea aon pois ee i 
- Cee Bo oh ee le ane ah " 
“ak - : og a! eee eel ‘ai 
i ae. ¢ ib Ef cor Stes pi 
a i aoa ag = 
; fs a 
i xt they ieee, See : : , 
i ee a ae ra ~ 
: a - se fi; oe. a 3 4 =} . 
i, a ge: a: : 
ae com 
; a ee £ 
< iy oot? 
- a a > . 
: . if \ ‘ ite | > 
} lee ft i 4 j 
hs rik | 
i 
i | 
‘ 
: : } 
& ; i\ - | 
Py : | 
ye 
; ; J 
i | 
‘ gt) a) 
Je =e @ 
i iv : 
‘ A} | 
54 ee Fri P pas ; | 
f 
; SAE 2 aba 5a 
tet 3 i 
F Sa a | 
—_ a } | 
f ' 
. a _— = a | G .- | 
ea * * : Rie : : ETE Ae ie y: 
“ae Le at pS ERE bi} eee! : : Rae fee 
“ aa Wh iietHedi/ ish oa: JDfs 2: ise eins “ag 
y ry ‘ VA ‘iy he . 4 Chie ‘* [: ‘4 en ee : FF 3. at —} ok Gr a i 
AY PRA | ¥ rfé {Ef BEE Gorey es ERS OAD Re 2, ek ee 
k vay 4 ; * iz ¥ ifs, ey 4 a Ee ok 2 hd 8 oe s | : 
hi AN he's ha = ¥ if /a8 * be) fae? Rese eS x ace 3 
i ‘ ye bib ae B bid f Pr. Ldn OF ee ee, Kee t 80 ey A 
Vee AR OD AAAS itl Bee ee ee aera: be ee } 
7 j 3 ‘ 4 2 as 2 ™ ; 7 : 
. ‘ ba Fd AWS ‘ i  hbatie® ial ak alae pO ee RETR Le rae | : 
947 Merch, 1947 OFFICE MANAGEMENT AND EQUIPMENT 9 
; 
as a } 4 See rk Aa ae >. a ee eo ee We ibe poe me bi ‘ 


LOUIS MELIND COMPANY 


362 W. CHICAGO AVE. CHICAGO 10, ILLINOIS 
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STAMP PADS 
Are As Good As The Name Implies 


This wide line, made in 6 sizes—00 to 4—, richly 
deserve their distinctive reputation as a quality stamp 
pad that is a compliment to any desk. Both in utility 

and looks they have no peer. 

Packaged in a handsome wood grain metal box is 

a hand made pad with a tightly stretched high count 
cloth covering. It is perfectly inked with Justrite 
Quick Dry Rubber stamp ink—the ink that dries by 
‘Flash’ penetration. 


And foremost of all, you get Justrite quality for 
surprisingly few cents more. 


BRANCHES AT NEW YORK ¢ DETROIT + LOS ANGELES ¢ SAN FRANCISCO 
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Moldmaster has designed this new Desk Drawer Tray No. M 2300 
to help keep your inside drawer in orderliness. Nine full size compart- 


ments provide for the safe and efficient keeping of stamps, pen 
pencils, rubbers, cash, currency and other items. 


Made of plastic (improved phenolic material) and furnished in 


glossy black. Also supplie 


th lock compartment (see M 2300L 
illustrated below.) | -_ .. 


Description i i Compartments 


Plastic Desk Tray a m a 9 


Plastic Desk Tray with Lock * fs 9 
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SILVER GRAY SERIES 


No. 1832 EXPANDED 


No. 1831 EXPANDED 


Description 


Width 


Compartments 


Desk Drawer Tray (1 Tray) 


Open 31" Closed 18" 


5 


Desk Drawer Tray (2 Trays 


Open 31" Closed 18" 


10 


-_ 
a as Oey aa ress 
pe 5 if) Pe tore i cS R - 
ja ; : - : ; Er eda d 
oa : Y : : 
i WA yeors of service ‘ . ’ 4 
 . : P ee te “= eC . Lee 5 =< . 
a - THE « it wlierec - 4 
a q ae ed id ——— Si ae ee 
as “a ‘ : i F so —— 7 i i 
- a . \ ’ — 
oy ame 4 2 SE ees ‘2 Se 4 4 
a = a Pe oa ’ 
-_ - | - ill “a le 
= la —— “ Pe ae a = 
i ; a ta - ; = es : Sea aoa .. ( 
Be = mee . - ag ae ae 
-@ — <_< ww. _ 2 ee 
aq # , ee ae al Se Bsn | an 4 
= ; —_ F ei alll i e Bach ne ‘. oy ea - 
4 | a ‘api —_ 
e4 3 _ ‘ ; . ‘ ‘ =. \ able = a? iil a . ie 
= 3 ‘ ; Cc oS N 1831 jie ial me. sti ‘ad oe Pee iy ‘ . a a3 
a . ] ai - a °. ee ee ie a 
. a : = am eas » ‘AS T i a d ST E E L di i. irs ey 4 
a * — af a : a eee 8 a a oe 
a  % aii an 2s 4 Se 
— as ae Fr S 4 eee 
ie DRAWER TRAY |i 
= 4 ee | 2 
al e. = ee fone er wy, Se ae eee E: Ai 
eS ae | se ‘aes e -< “alt ee a Re 
ra z — Wleldmacter has designed a — th 
: i 2. ; = Bg sn ) en, 
a - 3 . ee r’ ’ >: > : ee oa ( “tial 
us IN a ee _ 
i) 4 UY es : Tray made of steel with plastic [IR 
i a see in a 3 de ‘ of _ enoli : 3 
an “ ah ¢ Insert.” (Ma yf phenolic ma- 
2 es. _ terial.) Provided with safekeep- _ 
r a as 4 a : a 
= - : aia ie | : e eee ; ie . 
4 a ing locking compartment ee 
_ ieee et 4 5 ee 
4 a house al d a oe 
4 ss 7 ‘ . s Pil a r ‘hoa 
- 2 ‘ os a : > aa a cen 
ie ot c a8 or! RD oe ee 
a Hea al Ee 3 ae fore | oes , ee j _—: ea af 
- a 
2 fiz oi" A y 
a petra _* A 
oe. 
oe pert Steel Sales. Corfroration 300 EAST 145th STREET, NEW YORK 51, N. Y. am | 
—: March, 
ie ee ay ek il “ Se Oe te a boil ia Bo ae ae Yes —_—— ah x oo 
v3 ? Bei ee ee ene: a ae : a4 — 


are designed and built ac 
Standards Précision 
° 


ecurely 


Weight 


g r 


m these finer, tougher 
eration wil] be Greatly 


d will and 


IVELY 
SOLD BY DEALERS EXCLUS 


Wise 
SOAS Machines for ony P. 


UE C 


UIPMENT 
NT AND EQ 
ANAGEME 

OFFICE M 


= “<J — : oy = ee 
IS COMBINATION HAS WON 
"HERE'S way ‘ 
° ACE STAPLERS HERE’s WHY a 
PREFERRED THE WORLD OVER . 
HAVE SUCH Hien TENSite 2 
> : "ORT tree STRENG Ty / 
a . oo Precision buils by , 
= tle killed rk - All. 7 
/ ae 5 teal concert Sta- ean 
P ——— * > ples ®nd pins. Guar. FIG. 3 Shows q Cross eC eeen 
_ anteed to Give Perfecy Section of en ALL. OOO 
Res _—_= Stapling *Atistaction, het aa rp ae Ody, 
; ion (KYL ‘ 
“ACE Pllor go~™® Sealioy, Precision Cane eeeees ; 
’ . «2 made, SC Urately OAS A 
A durable long life a oa wings Rt@-tine fe eee eeeuee i 
finely constructey 3 h j ars 
Stapler at very low y eee cece - 
Price, Staples, Pins and ° -z. ‘ EZ a wy SOOryy4 ; 
tacks. Carries Ace's ws -" 6. Sy YH a 
iron-¢] d tee. SS - es : 
ested gvarentes \ 4k LESS Fie. | 
ACE Scour eennsesen _ 
Ceneeeoaee FIG. 2 Shows the ali. sl 
ACE CLIPPER Z rene eeeacns being. steel wire after Sa 
< ene eeous being treated by the i 
. ) . Re Ceeaqne! Ace process. Thisgives - ua 
Za = Here's @ real money saver. LS BSLO OS. mem oe te 
Sa 2) a a light Weight, *a8y action SSSSESSS Py Suter edge were } 
' a Ond built t, last lifetime. >. a * needed moet, ae 
€653 cial One of Ace’; Mest pop. a 
a Cae vlay models, Sveranteeg. FIG. 9 
4 
; el \ When an Ace Stapler clicks, q tiny: piece of 
6 prove cording to Wire is driven out, Penetrating and s 
the highess es atch-like __ 
gineering, aE and mate: fastening 4P t0 40 sheets of average | 
| ‘tials give to AR aplers Smooth, efficient per. Paper, They are hand inspecteg insuring ac- | 
‘Sting Walities. curacy and Perfecy clignmens. : | 
= : DEALERS; Keep your Customers’ goo 
Patronage by Giving th 
Ace Staples. Your C0-op 
°PPreciated. 
(/ a 
RINEST | 
| and Pesos GO 
nies VEN sw AGO | 
— A 
a H L A N D 15 
pot te ON © 3415 NORTH i 
| ) ER CORPORATI . 
, ACE FASTEN m 
Pas) ese ae ——— 


No need for employing fortune tellers to explain 
how the M & V ANALYST can help you in three 
important ways. |!—Better Letters; 2—Clearer 
Copies; 3—Lower Costs. 


The M & V ANALYST is especially trained to cut 
down your typing expenses by carefully examining 
your carbon paper, ribbons and typewriter work. 


He will make definite recommendations giving you 


DONT GUESS/ 
DONT GAMBLE/ 


sound reasons that will help eliminate ugly carbon 
smudges and make blurred characters vanish. 


Your letters will “stand out" sharp and clear 
through their neat appearance and well defined 
characters. He will suggest the "right" ribbon and 
the "right" carbon paper for each basic need. 


Why not write for the name of your local M & V 
ANALYST. There is no obligation on your part. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 
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FINE CARBON PAPERS & INKED RIBBONS - PARK RIDGE, NEW JERSE! 
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Put yourself in the 


RED FEATHER 


1. COPY CHIEF DuPLcaToR A precision | 
machine — fully rotary — completely syn. 
chronized— 


Team up with a SUPERIOR line of 2. FACT-0-SCOPE LiGHT.Ta 


BLE Fluores. 
cent lighting under unbre 


akable Lucite 
Gives clear, even COLD light. 


. lies 3. STENCILS FoR ANY Maxe MACHINE 
- duplicating equipment and supp sn 


ite — yellow — blue— won't clog type, 
matic Conditions, 


, unaffected by cli 
i * t and supplies - STYLI~OVvER 30 TYPES AND SIZES 
i finest line of duplicating equipmen ? red 4 Together with wide selection of guides, 
Here is the fine ef d licator, precision enginee shading plates and 
btainable! The Copy Chief dup he best copies 5. DUPLICATOR INKS—SEVEN COLORS 
obtain ting principles to turn out the mie Scientifically blended for free Printing. 
ic new operati J e light- 
ne een... automatically. Fact-O-Scope lig 
Ss eee 
you have ever 


6. INSTANT DRYING CORRECTION FLUID 

lies lab- 7. STAIN-REMOVING CREAM HAND 
ble with even, COLD light. Famous Red Feather supp 

table wi ’ 


i CLEANER 
il printing. 
d to insure uniform, unsurpassed stencil pri ns sonia vi 
oratory tested to _ ne 
— a few key territories available Cc \CTING TYPE AND p A 
till a f y N 
Dealers— There are s ANER 


Write TODAY for details. 


rst! RED FEATHER PRODUCTS, LiDccateowats 
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Any employee can 


make good copies! 


HERE'S 
WHY! 


oe 
VISIBLE 
FLUID SUPPLY 


INSTANT STARTING 


—NO WICKS 
OR PUMPS 
e i} 
ECONOMICAL! COPIES cont) 
FLUID AND OUT FACE up| 1/ 
MASTERS CAN READY FOR 
BE RE-USED IMMEDIATE USE 


¥ 
C4 


AUTOMATIC 


- 
Phineas we or” 


~ 


, / 
i ' 

r ] ° 
' FASTER — ONE 
’ COPY FOR 
A EACH TURN OF 
. THE HANDLE 


SIMPLE, EFFICIENT 
DESIGN— 
NO SERVICE 
PROBLEM 


Anyone can operate the Copy-rite — simples|, 
fastest, most economical method of dupli: 
cation for all office and factory copies. 


ELIMINATES 
STENCILS « GELATIN 


RIBBONS 
TYPE+INK 


Write for details or use coupon 


SEND COUPON FOR FREE SAMPLES OF 
Copy-rite REPRODUCTIONS AND NAME OF 
NEAREST DEALER. 


WOLBER DUPLICATOR & SUPPLY CO. 
1209 Cortland St., Chicago 14, Ill. 


Please send samples of Copy-rite reproductions and name of 
nearest dealer, for free demonstration. 


= 

— 

3 

7 
lemme mm mm mmm mem el 


AL Ausiliso. daeude dundee vemenCeewsatacasbudweseeteees 
eR ERS eg Wolber Duplicator & Supply (6, 
oo 1209 CORTLAND ST. CHICAGO 14, ILLINOIS 
18 OFFICE MANAGEMENT AND EQUIPMENT March, 17 


- 
a . . 
a : 
4 q \CATOR_ 
; quid.» . 
ge -™ 4 
a \ 
5 4 \ ‘op Fs > oS y i> re a eoSeke_a«KwKkKhKK\K / 
— PS ay ~~ % y 
a | ¥ . “Do 5 i yi 
# x  X——_ " 
2] | (4 yr» . ‘iZia——_ => 4 
eee PAPER FEED— q ~ f | 
S&S - “ ee, a : Bid f es 
™ - PERFECT ; > 15 ’ Basel “Sa Z ; 
= REGISTRATION > Si Se ie 4 
ja "i £ : i i 
A = Our 
a 
ve 
= ee ‘ . ] mat ‘ 
— S 4 Po 3 F | 
- * ae ‘ aa Pi 
- a ‘. F : 
. Se \ : BER e 
7 «s "a j ov” nf "ene? 
a wess0 
— -°" Dur 
we a --emeeaenee’” 
oo 
mn , coe _ Bn OO 
—_? 
ie i 4 ad ' 
" ie q = - : H 
a. 1 
ee aa 1 
a 
om a a ce a | oe i “6h ae ee ; ee ae See og ae ey _ 


®seaan oe 


queue, “we 
=] ~ 

oO z= mn 

wT we 


—_—- 
—_ 
wm 


plest, 


luplis 


pies. 


TURQUOIS 


Far (lisp Ls 


Ernest Eagle offers you a 


can draw your 
own conclusions. 
Just write us, naming this 
magazine. your dealer, and 
the degree you wish. 


(SUPER BONDED) 


DRAWING PENCILS AND LEADS 
EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N. Y. 


March, 1947 


Eagle Pencil Company of Canada, Ltd., Toronto 


FREE SAMPLE with which you 


¢ 


108 esc 


. +» less in quantities 


a 
atte ”. 
Reg U.S. Pat. Of 


You'll need the vigorous black 
of a soft 6B, smashed-in fast and free 
with a point that “can take it’. 


You'll like the clean precision of a 
firm 5H, delineating fine detail 
with a long-lasting needle point. 


You'll want the smooth grey texture of 
an intermediate B, made to create the 


exact tone you desire. 


And TURQUOISE is better in every degree. 
Eagle’s super bonding process makes 
even the softest lead resist point break- 
age. *Electronic graphite (refined down 
to 1/25,000” particles) makes even the 
finest points wear longer. And each of 
the 17 TURQUOISE degrees is made 
from a separate basic formula to 

give you exactly the right tone 

from every pencil every time. 


TURQUOISE 


ECAR ER 


PAN 7 
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ACCO REPRESENTS 
SECURITY, TOO! 


e The cop at the crossing represents security to the kids. The name ACCO 
on paper fasteners enjoys the same sort of confidence with business needs 


everywhere. 


Acco is the first name in paper fasteners, probably the only name you know. 


Acco Fasteners are recognized everywhere as the standard of excellence, 
as certain a mark of quality and satisfaction as the sterling mark on silver. 


Now that Acco steel Fasteners are back again there is no excuse for buying 
anything less. Put your trust in Acco and be sure of filing efficiency. 


PRODUCTS, Ine. 
39th Avenue and 24th Street 


LONG ISLAND CITY, N. Y. 
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Of fice-working wonder / 


ee 


fr 


“Oh, 1 could name a million jobs “This tape is also excellent 
That Texcel does’ says Tex, For posters on the wall, 
“for instance, edging sample books For reinforcing looseleaf holes, 

Or mending tears in checks.” For labels, large or small.” 


v 


THE TEXCEL ‘STICKUM WILL NOT SLIP, 
IT'S BONDED ON TO STAY; 

SO TELEPHONE YOUR ORDER FOR 

SOME TEXCEL TAPE ToDAY/” 


"ft seals your bulky envelopes, 
Your packages and such; 

It saves you fuss with glue and strings 

And sticks with just a touch.” 


TEXCEL TAPE | ROLL 


Texcel Tape 


INDUSTRIAL TAPE CORPORATION + NEW BRUNSWICK, N. J. 


“TEXCEL” REG. U. S. PAT. OFF. 


CELLOPHANE TAPE 
STICKS WITH A TOUCH 
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ROLLAWAY 


IT’S THE ONLY FILE WITH 

ALL THESE FEATURES 

@ Roller Bearing Top 

@ All Steel Construction 

@ Grooves for Hanging Folders 

@ Follow Block for Reg. Folders 

@ Guide Rod for File Guides 

@ Dust Proof; Fire Resistant Lonel por 


Meets Your Every Fora 
Zuatity ROLLAWAY FILE 


Ls Beautifully finished, meticulously built, the 
Executive exudes quality, efficiency, life- 
time service. Keeps records at your finger- 
tips when needed; yet safe, protected, out 
of the way, when not in use. Saves your 
time, energy, increases your efficiency. 
Dozens of work-saving uses in every office. 
Roller-bearing top slides tightly over rec- 
ords for complete protection. Opened, top 

lifts up and rolls back out of way. Start 
TAKES ALL FOLDERS increasing your all-round efficiency. Order 
Use any we folder you wish, the an Executive Rollaway from your dealer 
to take them oll This is on today. 


exclusive feature that triples its 
convenience and usefulness. 


$9950 


Without Folders 


List Price Higher 
West of Rockies 


SPECIFICATIONS 


FINISH: Olive green Hommerloid 
baked enamel 

TOP: Welded heavy gouge steel, 
roller bearing 

SIDES AND BOTTOM: Heavy gauge 
steel, slotted and grooved for hang 
ing files, follow block, guide rod for 
regular folders. 


LEGS: Solid steel Smooth rolied 


edges. 

CASTERS: Strong, sturdy, free and 
easy rolling. 

SIZE: 15”x 18"x27” high 9%” deep. 
SHIPPING WEIGHT: 24 Ibs. 
PACKED 1 to carton, K. D only 4 
legs to attach. 

PRICES: F O B. Chicago 


PLACE YOUR ORDER TODAY 


MASO STEEL PRODUCTS DEPT. M, 418 SOUTH CLINTON STREE 


MASO MAKES THE BETTER ONE CHICAGO 7, ILLINOIS 
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iced -O- Print 2 NEW DELUXE _—— \ 
BAKELITE SPEED- O-SCOPE al 


4 ADJUSTABLE LEGS TILT $3.4°° | 
SCOPE IN EVERY POSITION ; 


Topnotch designing and engineering combine to make the DeLuxe Scope 
an unporalleted value. Molded one piece bakelite chassis prevents warping 
or misalignment. Special attention has been given to light reflection: 
¥ Ceramic finish glass writing bed, ¥ Porabolic shaped metal reflector 
coated with white enamel distributes a soft, penetrating white light over 
the entire writing bed. ¥ 60 watt jumiline light.extends the ful! length of 

the glass. @ad gives on instantaneous, cool, white light. Other features: 
4 Typewriter and inch scale ot sides. ¥ Typewriter. scale at top. ¥ Stencil 
button bar for use with al! stencils with standard punching. 


TILTED... for drawing or tracing in 
lengthwise position. 


T... all four legs snap into chassis 
by simply pressing lever. 


Complete with extra long T-Square, Triangle; Writing Plate, 
4 Spring Steel Stenci! Clamps, Stylus ond Seryice Manual de 


Prices Sight Te. West OF The Honkies* 


SPEED- .O-PRINT CORPORATION 


161 EAST GRAND AVENUE *.... CHICAGO T?, [LtiNO!S 


UPRIGHT... all four legs are § used 
for this convenient position. 
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here is an Unconditionally 
Guaranteed SPEED-O-PRINT 


product for every duplicating need 


Beanti ully pachaged Quality products to give the utmost satisfaction 


SPEED-O-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILLINOIS 


MANUFACTURERS OF ROTARY STENCIL DUPLICATORS AND DUPLICATING SuPPLie 
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This concealed 2S: 
safe unit is a patented emo. 
Invincible EXCLUSIVE! 


*e YOUR 
PERSONAL 
FILE 


Your. like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 2? hme ee 
MANITOWOC, WISCONSIN 
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Webster’s Micrometric Carbon Paper— 
the only carbon paper with the num- 
bered scale — will help every secretary 
in your offices turn out better spaced 
letters and reports — faster. 


Plus—"“On Time” Deliveries... 


You’re assured of quick deliveries... 
because Webster’s factory warehouses 
are located in key cities from coast to 
coast. And there are more than 1500 


For Time-Saving Typing... 


Webster dealers always ready to meet 
your complete office needs. That’s a 
good thing to remember the next time 
you want carbon paper or typewriter 
ribbons; duplicating carbon papers and 
accessories; carbon paper ribbons for 
photo-offset work; ribbons and carbons 
for Elliott-Fisher, Addressing, Adding 
and International Business Machines. 
Consult your nearest dealer or write to 
F. S. Webster Co., 9 Amherst Street, 
Cambridge 42, Massachusetts. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 
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Torque plate reinforce- 
mentunder each drawer 
shelf. Rigid frame con- 
struction! 


hee BEE BT) Ta Pap 


—— 
pret ae 


ALSO 2, 3, OR 
5-DRAWER SIZES 
We also manufacture a 
complete line of steel stor- 
age: and wardrobe cabinets. 


day for full infor- 
pine: ~~ ALL-STEEL EQUIPMENT FILES == msc? 80 
— full-opening 


e@ Ask the man who uses them! You, too, will find that A-S-E Files 
look better, perform better, ARE better! They’re packed with many 
hidden features . . . features that assure lasting satisfaction. Write 
for full details. 


* * * 
A-S-E STEEL PRODUCTS FOR MANY USES 
ged hack aod welded to STEEL OFFICE FURNITURE - RACO ELECTRICAL OUTLET AND SWITCH 
tom—providingextra BOXES - INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS HANDLING 


strength! 


* FROZ-N-FOOD LOCKERS - CLOTHING LOCKERS - WARDROBE, 
STORAGE, AND COMBINATION CABINETS 


ANE 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 


Lasting, chip-proof fin- 
ish. Hardware of genu- 
a — beautifully 
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PENCER RUBBER V PROOULTS COMPANY — 
<Mamyfenitatons Rubber Basndj 


MANCHESTER, Cc oem. 


a 


WHEN | WHEN YOU'RE HERE | RE HERE 


wthFLEXIF ONE * 


( INTERCOMMUNICATION EQUIPMENT 


Give Qrdere! = Get A Gather Information with 


FLEXIFONE! NO WAITING tor 
Operators . . . NO DIALS OR BUZZERS! 
Save Time, Money, Steps and Nerves! 


Executive decisions and production prob- 
lems swiftly, clearly carried to the key men 
in your organization to be executed and 
solved immediately. FLEXIFONE is quality 
engineered and built . . . modern and func- 
tional in design to meet your demand for 
<_ ose a lightning-fast method of intercommuni- 
: Pa cation. Choice of several models with 

. a capacities up to twenty connections. Mail 

PIN TO YOUR coupon today and let free 
PR yl Save nt! CUT COs Sf folder show you how 
FLEXIFONE gives you 


OPERADIO MFG. CO., DEPT. OM-4, ST. CHARLES, ILL. 


‘ 
Please send free literature as checked: : Wings for Your Words. 
ae DC FLEXIFONE Inter A j 

- Cl Plant Broadcasting ; Also Mfgs. of Plant Broadcasters for music and voice paging. 
a (0 Moke appointment to discuss our needs. 4 
a deal OPERADIO 
wen | ¢ ST... Wi 
j City ; INTERCOMMUNICATION EQUIPMENT a> 
y _ ee 
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In theatrical jargon, you’d call the Strat- 
ford Regency “‘good box office.” And that 
it is! Stratford’s newest dependable per- 
former has everything: streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for your customer's dollar. 


DEPENDABLE PENS and PENCILS 


Stratford’s dynamic national advertising 
campaign is generating traffic for your 
store. That’s why it will pay you to be 
“in the show,” with window and counter 
displays featuring Stratford Regency— 
the Dependable Pen. 


STRATFORD PEN CORP., 


SALZ BUILDING, 
“STRATFORD” and “REGENCY”— Reg. U.S. Pat. Off. ... DESIGN PAT. 140026 


NEW YORK 1, N.Y. 
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ANDREW GEYER, INC. 
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Established 1877 
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President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
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OFFICE MANAGEMENT 


and EQUIPMENT 


Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


Girls in London office carry on with the aid of candle-light, 
during recent national power crisis. 


When Problems Get Us Down 


% WHEN our problems of office management begin to get 
us down, when it seems as if the time will never come when 
we can again find the people and the material we need to carry 
on the work of the office efficiently, all we need do is lift our 
eyes over the horizon to the plight of the office in other lands, 
to realize that we are not so badly off after all. 

The modern office is so used to the best of everything that 
anything short of it annoys the executive a great deal. But 
what we are apt to cry out against as unbearable would 
probably strike most office people elsewhere in the world as 
being pretty good! 

What if we don’t get all we want when we want it? We 
are still so far ahead of everybody else in everything that 
concerns the office that it is childish of us to gripe as fre- 
quently as some of us do. We shall all do a better job if we 
realize that it will take some time to catch up on the defi- 
ciencies and obsolescence which a world war brought to the 
office, and that meanwhile the average American office just as 
it is today would be regarded by office people in Britain, 
France, or anywhere else, as an ideal to work toward, without 
much hope of attaining its level! 
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e & él ance of Chippendale | 
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IN EXECUTIVE DESKS by “NEWCO” ie peri 

ficult 

The beauty of American Walnut combined with elegance of designs and expert —" 
ng- 

workmanship makes the “Newco” Chippendale line distinctly different. th 
ain 

Executives who are seeking the finest at prices consistent with quality will do fore 
well to view our new line of desks for the modern office. We plan and install ce-t 
modern offices from coast to coast. Consult us regarding recent installations. e 
We shall be pleased to send descriptive literature upon request. Mos 


We also manufacture a complete line of high grade wood 
office accessories for executive type offices. Tables, book- 


cases, cabinets, waste baskets, etc. 


Tew England Whodworking ( 


512 East 137th Street New York 54, ». 
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Where morale is at a high level, 
every employee reflects the per- 
yading spirit of cooperative en- 
deavor. One of the Ford Motor 
Co. telegraph department em- 
ployees delivers one of thousands 
of messages received daily in 
company's main office at Dear- 
born, Mich. 


| } OFFICE EXBCUTIVE faces many 

uot is in these post-war days. The end of 

\.} ..00ting war did not bring to an abrupt end 

* », many problems that beset the office during 

ie period from 1941 through 1945. True, many 

ficulties ended or were lessened but in their 

aces sprang up new—and in many ways more 

ing—problems. Many executives have stated 

at they have been busier and under greater 

rain and pressure since the war ended than 

fore and that the transition from war-time to 

ace-time operations has been more difficult than 

e transition from a peace-time to a war-time 

jonomy. 

Most of the post-war problems are well known 

id recognized and much has been written and 

ken of troublesome phases of office manage- 

ent such as salary rates, replacement of equip- 

ent, office space, returning veterans, expansion 

grams, renegotiation of contracts and the like. 

it there are two factors to be considered in the 

Gi si-war era which have not been publicized as 

pguch as others and yet are of great importance. 

nese two are office morale and office discipline. 

4, N.S consider the question of office morale first 
hd how it can be built up. 


During the war years conditions in most offices 
(te generally bordering on chaotic due to cir- 
h, 1947 Horch, 1947 


Building 
OFFICE 
MORALE 


By J. S. Wiltse 


Manager, Office Department, 
Johns-Manville Corporation, New York 
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cumstances beyond the control of management. 
There is no need of itemizing the factors that 
brought about such a state of affairs—they are 
too well known. But under such trying condi- 
tions office morale as it is generally known 
dropped considerably but it was supervised by 
a high spirit of patriotism and a united determina- 
tion to see the war through to a successful con- 
clusion. 
At low level 


Office morale in many cases is now at a low 
level and must be rebuilt. The end of the war 
left people confused and uncertain. Offices are 
filled with new personnel with no long company 
service records behind them. Veterans, many 
absent from business for years, are returning io 
their old or to new jobs. Housing problems, 
strikes, rising living costs, scarcity of many items 
all combine to make people restless and dissatis- 
fied. This feeling exists in the minds of office 
workers and it must be dispelled if an office or- 
ganization is to be built on a firm and stable basis. 
To accomplish this objective it is necessary to 
build up office morale to a high level. 

What is this thing called morale? A dictionary 
definition says morale is a state of mind with ref- 
erence to confidence, fidelity, and courage. Some- 
one has written that morale is making employees 


Keeping track of whereabouts of top executives at Ford Motor Co. office at Dearborn, Mich. One 
of two operators on “official” board who get important calls to executives wherever they may be. 
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happy, interested in their work, and proud 
their performance. A new definition would ighter 
this—office morale is a state of mind reflecti we | 
contentment and interest in one’s work, pride ffectin 
performance, and confidence in and fidelity on th 
an employer. explor 

Financial aspect ' 


ion a 
Why is morale important? It is not necessaftempo 
to go into details, for everyone recognizes its iliving 
portance. It is acknowledged that good mor 
stimulates performance, reduces turnover, @  , 
velops initiative, and increases the volume of p Bef 
duction. These are all desirable objectives; th 
fore, it is important to know how they may}. 


achieved. Certain factors contribute to buildi hail : 
office morale, but the order in which these facto x a 
are mentioned does not necessarily mean that th by th 
is the order in which they should be ranked. | faith, 

Employees naturally are interested in aes 


affected by the amount of financial return whit “ee 
they receive. An employee expects to receive tion 

salary that is just and proper for the type of w! (1) ‘ 
performed, and that it is in line with the g0 
rate in the locality. An employee should not * = 
forced to ask for an increase. The giving of 4"°*! 
creases should follow a definite pattern and Wi my 
a frequency which will make the employee f ith 


(Turn to page 64) 


cost o 


March, | 


ie (a = a See - = =|. a TS eee eee Ee ~ i 7. i eee, el i 
oe : 
ad 
red 
aa — Zs a tan * ~ A 2} - LAA CORA & ere. 
<4 _ S29 2p eres Maa sec | Ri ' SCC EOC CRY ce 
:. ioe : pe de. ; 2 is. Saye SS 4a) eMic 7 \ at’ . a ees mA Ci. 
ae no Seeielss ss’. . Si cr NOES seta | SOC RUCG MST | EES Gs 
a a Sots tress PS aon. oy Cees Reta * ee Stee, SEeey | Meee Fr . ; 
= oe eC (—ti(i‘“( CURRIN, EERE ORO 7, SY ace oe aR” 
ta, oe OP i PR BOR ae is EE rae Ss TEAL AA SRN wv BAS OF 3 
— tt.) 060l*t«‘“(t«‘éraRRRRS: CR | Ge 7 ta 
> on ee an Mag SEP DNS ns Keays re, “Seg ap ie ‘ = 2) an : 
— Sve p's’. br cae ae NASA AE Re ; awe eS * 
we eee ———— ll tC Sy PAA RG eruuiea gy, ae te” 
ee < 5 , ES. ¥ ne oo ld ‘a : pee: s ae * 2 ‘ SA LL tte % oy 4 Ps o ba : 
oe * Se Bae: a alte fi /\.. | Sieg tee Ms Aa E we oe i 
ow alle alt a” ‘peas. oe a ar, cs Shee ky Aa > a rh 
he “a hee. ae ae a > iis aa ‘AS ‘ Sue ae ; 
ea. i Se wee ayia “es a — Ve atte. age, oy 7 \ a a Aa 
- eee en ee lll f Ohs eS 
a Gs a'e ah ity ee ies “tee — o MS OS ty 4 ty Ce ee 
a i a 7 Me eth oe fy ‘@o7 “a 
a ee . —-) Saas vay arn Cea ty ° ‘ =A SO ska ) aa 
a - , Soo See ea eo a Th, ‘<= a ah th ws 5 an * . 
 - i, gE ORR _ iowa tS 
7a Pe S Bsa % tate = an ~ Oy + yee VHA NA, ee 4 a). we 
a : aon oe Sy. oo) ee eee Mae ey id am Negant hs < ¥ te! Ga oO + is 
a - ae on. et con, ‘ TU Pons v6 re ST ~ . . ite 3 a . 
a be Ak = Bs Be a Aa’ aa. me ae 2 ee . ? u .. a 
ee: #. q 2 : bane: 2 eee. ‘ ‘ re age ae : 
se NO * yg | SO Sc Aten fee F Wepee ae 
. - a ee ae —— ay? i. ae : 4 Ate ‘Var e° Whe ca } > 
lig j i oils Bo Ge : ‘ . Cie ae a Wis * at oe ‘ 
ae | iat > RR SA CAS. g > So 
a } See 4 i) “=a ° = Sy oe eS eS AS \ 
ae ; | La * FF 7 oe eg te x eV Ae ere tCee : 
y ae 4: ie * i oe - - <¥ c : r — 
> ij Se wr ac oS. oe e © °F CNRS See 4: f 
ae oe ae o : me 3° & eh a AS oan 
arr a ee i ; — ef "i 4 SP eee a 
— = a . me , Sa ON ek SNE eS ate aes f 
. ‘ i eo ®, * i hs ee oe VRS cs ee, ede 
— ei a ®, re Rie as ee = . 
; i.e is . ee ee phe ee eee te 
= ae = / ‘ ed Sh boy 2s MR ee ie ae 4 
i , / ‘ eae & ae Pr ee ee ; 
ae Z ” a f ; ’ See ee al ’ 
er ¥ P . GO ee a Sf ee ae, A 
— : . . cae jf: omits lg, (rn A ee a PS 
oa , ee: eee = Se, ee ; 
- 4 EE nk ER De Sd ae ; 
ae a~ fe, : ee rd cat A ipa ee eo . eee: 
—— ce a [ae | © Soe: + ee 
i a oe id AS 2c SO a ae ee 1: a * ewe f 
— , eek; i i & : ay nf ey Ces aos oe : 
Bee: * al a Ci Jaf Re ee ees & » 3 ieee a r 
7 Ma . “=a, SB ig J t 3 it ah f Fa ae ne ry Pie |. * bi ie . et ae Z 
a , wate a 2 ee a fis | lee 
— SNE DS ee Be ee ae ae 
2° : 4 ee an a wh ; A e8 9 See ee | ae > ; 
eer 4 : - 4 ee lO, OY aa a Se 
er Peet —- i Le Se ieee ree ' . a? eS “ree a4 
ie Vigo Me SMG Re ae Bash, Pee aoe ‘ay ee 
oe , ¥ ° ‘iy eee ia " ee eh ~ ee ok Se 
Ea q : yi - e « 4 4 ‘ 
ie tp? . ew. ’ Pace p ao. a Bh ae ‘ 
ee i — — 
i. 
fees | 
a ae 
_ : Gee 
ee 
: a 
’ a 
> a - 
a) 2g 
a 
a 
Jone 
ae ree 
i ag 
3 ae 
ct k 
a 
oe me ae 
oo are 
a a 
3 i, 
ie = 
a “See 
aa a eee 
a ay. 
7 - 
a - 
a a a 
:| 2 
ra ee” 
i? oe 
4 a 
ae 
& _ 
a ee 
a Pee, 
. a 
aa 
a : ig 
. = 
- 
- i 
7 a 
a, oe 
oe ae 
a a 
; aa a3 . 4 
q ca ee  . : ire ye : “i Pa = t -s.. a ahs i 


ALMOST DAILY one reads in the papers that 
e So and So Company has granted temporary 
‘cost of living” adjustments ranging from $25 to 
0 monthly. These adjustments are intended io 
ighten the burden of increased living costs and 
ere is no doubt that they are effective—just as 
ective as any gratuity would be. It is our opin- 
ton that we should pause at this moment and 
= the whole subject of salary administra- 
lon and properly fit into the over-all plan such 
ecessaltemporary or short-range segments as cost of 
s its imliving adjustments. 
1 moral 
ver, dé - 
e of p 


S; 


yroud 
vould 
eflecti 
pride 
lelity . 


The Component Levels of Salaries 


Before the effectiveness of any procedure or 
a plan can be appraised, it is necessary to better de- 
buildin the standards by which the effectiveness is 
> factoyUd8ed. There is an old spiritual that contains 
hat Words something like this—“The big wheels run 
ked, PY the grace of God and the little wheels run by 
with.” This is the “wheel within a wheel” con- 
whif®*Ption of the universe. The analogy is not too 
eceive |'4"-fetched when one thinks of salary administra- 
of wo} as being composed of two basic objectives— 
gn (1) the long range objective to reward merit, acts 
i not y*8 2 incentive to personal growth and evaluates 
ig of } the specific areas of work; (2) the second or short 
ind wing objective to adjust basic salaries in keeping 
vee f4'th supply and demand, economic conditions and 
cost of living changes. 
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Are 
Cost of Living 
Salary 
Adjustments 
Effective? 


By Harry L. Wylie 


Management Consultant and Member of the Faculty, 
Northwestern University, Chicago 


Salaries are divided into three layers or levels— 
the “layer cake” theory of salary construction. 
If one will just analyze these layers, the over-all 
viewpoint on salary administration will be clari- 
fied. 

The first layer or level of any salary, regardless 
of the job, is the basic rate level. This basic rate 
level expresses the relative value placed on the job 
by a company. The basic rate is influenced by 
supply and demand for workers, by collective bar- 
gaining, by cost of living, and by the over-all eco- 
nomic conditions. The basic rate is formally or 
informally developed by job analysis, and job 
evaluation which presupposes a given amount of 
production. Some companies establish the basic 
rate by scientific methods and standard produc- 
tion gauges. In the final analysis, production es- 
tablishes the ultimate value of any job. Increases 
in the basic rate of pay resulting from higher 
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standard production levels can be absorbed 
through the increased production. Increases in 
basic rate of pay which have no commensurate in- 
crease in basic production levels must come from 
price increases. This is plain fundamental eco- 
nomics. It does not recognize individual and un- 
usual circumstances which may influence specific 
cases. 

As a short-range adjustment of basic rates, 
cost of living awards are effective. They should 
be applied equally to all employees and should not 
be applied on a sliding scale or percentile basis. 
Cost of living, which does not recognize individual 
standards of living, applies equally to all persons, 
hence should be applied on a uniform basis. 

Cost of living adjustments should not be con- 
fused with the changes in basic rates which are 
often made to correct inequalities in relative 
values as between job classes. 

Cost of living adjustments should not be con- 
fused with merit increases, which presumably 
are given for meritorious and above-average per- 
formance. This takes us to the second level of 
salary rates. 

The second level is called the productive level, 
or merit level. Any increase in productivity 


Testing manual dexterity 
in performance test de- 
vised and developed by 
Aptitude Testing Labor- 
atories of Reesen Co., 
New York, to spot good 
prospects for jobs re- 
quiring manipulative 
ability. Aptitude tests, 
widely used in the fac- 
tory, are making their 
way into the office these 
days. 
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above the standard or accepted level upon w); 
base rates are established should be rewardeg; 
increased rates which apply only to the indiyigiM 
who merited the adjustment. Some compaaimm 
accomplish the merit level by the use of gaj 
incentives which immediately reward incregamm 
productivity. Other companies accomplish #i™ 
merit increases by up-grading, promotion, gam 
salary increases which result from better § 
average performance. 
The merit level should be distinguished fm 
the base rate level in that merit increases are§ 
dividually applied whereas base rate increases 
usually generally applied. Let us restate 
very important point another way. Some com 
panies believe that the granting of cost of livig 
adjustments are sufficient to answer all complaigg 
concerning rates. When blanket increases, whidme 
are applied equally (or they may apply propg 
tionately as far as our example is concerned)§ 
all employees, are given under the false assung 
tion that equitable treatment is being afforded { 
employees and when these increases are assunig 
to be sufficient to cover cases of meritorious pa 
formance as well as cost of living adjustment 
there is one result—the conscientious employe 
seeing that the same reward is being paid to 
employees who have not demonstrated a coopers 
tive attitude, will become dissatisfied. It woul 
appear that inefficiency and undependability ar 
being rewarded equally along with efficiency an 
dependability. It would appear that inefficieng 
is being perpetuated when merit increases 
merged with cost of living adjustments. 
(Turn to page 76) 
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A sostion at the Seminar 


= Fine Talks and Helpful 


Exhibit 


at Chicago Management Seminar 


| 
+ The fifth annual Seminar and Office Equip- 
nt Display, sponsored by the Office Manage- 
bn Association of Chicago and by Northwestern 
versity, was held at the Hotel Stevens in Chi- 
0from February 3rd to 5th. A select list of 
akers for the various sessions who devoted 
mselves to the theme of “Service, Stability, 
laries” and the products of 82 manufacturers 
bined to make conference worthwhile. 
€ association officers responsible for the semi- 
were: Harold J. Roth, Commonwealth Edison 
Who acted as seminar chairman; Kenneth W. 
pore, Chicago Title & Trust Co., arrangements 
rman; William M. Haddow, the Northern 
st Co, chairman of program and publicity ; 
iT. J. Manzke, the Pure Oil Co., chairman of 
Office equipment display. 
Aeynoter of the seminar, which commenced on 
nday morning, was Dr. Robert P. Brecht, 
harton School of Finance, University of Penn- 
ch, 1947 


arch, | 


| By Kimball Darby 


sylvania, who told his audience of almost 500 
personnel executives that the day of the “boss” 
had passed in business, and that executives and 
supervisors had to be leaders in every sense of 
the word; he urged that they learn how to meet 
the employees day after day in all of their chang- 
ing moods. The relationships of total unit costs 
to total selling prices formed a part of Dr. 
Brecht’s talk and he expressed the belief that 
management should think oftener in terms of vol- 
ume in efforts to reduce unit costs. 

Arthur E. Ralph, Metropolitan Life Insurance 
Co., New York, had as his subject “Office Layout 
and Flow of Work” in which he stated that con- 
sideration of the worker is vital to the accom- 
plishment of the work. 

“Although the study of the flow of work may 
reveal the best method of doing a task,” he said, 
“it is important to study the comfort of the 

(Turn to page 39) 
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Display of Jones Commercial High School of Chicago, a school specializing in the training of office 

workers, at the office equipment display which was a feature of the Seminar of the Office Manage- 

ment Association of Chicago. Jones, only high school represented, invited the 18,000 who visited 
the exhibit to try out its girls at dictation. The girls took and transcribed many letters. 


Exhibiting at the Seminar 


Acme Visible Records, Inc., Chicago 
Addressograph Sales Agency, Chicago 

All-Steel Equipment, Inc., Aurora, Ill. 

Allen Wales Adding Machine Agency, Chicago 
American Automatic Typewriter Co. Chicago 
American Lithofold Corp., St. Louis 
Anderson-Church, Inc., Chicago 

Art Specialty Co., Chicago 

Autocopy, Inc., Chicago 

Automatic Pencil Sharpener Co., Chicago 
Bircher Co., Inc., Rochester, N. Y. 

Burroughs Adding Machine Co., Detroit 

The Carter's Ink Co., Boston 

Cincinnati Time Recorder Co., Cincinnati, Ohio 
Commercial Controls Corp., Rochester, N. Y 
Commercial Stationery Co., Chicago 
Comptometer Div., Felt & Tarrant Mfg. Co., Chicago 
Ralph C. Coxhead Corp., New York 

Davidson Mfg. Corp., Chicago 

A. B. Dick Co., Chicago 

Dictaphone Corp., New York 

Dictograph Products, Inc., Chicago 

Diebold, Inc., Canton, Ohio 

Ditto, Inc., Chicago 

D & G Mfg. Co., Inc., St. Paul, Minn. 

Do More Chair Co., Inc., Chicago 

Duplicopy Co., Chicago 

The Ediphone—Edwin C. Barnes & Bros., Chicago 
Elliott Addressing Machine Co., Chicago 

File House, Inc., Skokie, Ill. 

Friden Calculating Machine Co., San Leandro, Calif. 
General Fireproofing Co., Youngstown, Ohio 
Globe Furniture & Stationery Co., Chicago 
Graver-Dearborn Corp., Chicago 

Hush-A-Phone Corp., New York 

International Business Machines Corp., Chicago 
Jones Commercial High School, Chicago 

Paul L. Karstrom Co., Chicago 

Lee F. Kollie, Inc., Chicago 

Kriloffice, Inc., Chicago 

Marchant Calculating Machine Co., Oakland, Calif. 
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Marr Duplicator Co., Inc., Chicago 
Marshall-Jackson Co., Chicago 
Marshallan Mfg. Co., Cleveland, Ohio 
McBee Co., Athens, Ohio 
McCaskey Register Co., Chicago 
Mead. & Wheeler Co., Chicago 
Monroe Calculating Machine Co., Inc., Orange, N. J. 
Mosler Safe Co., Hamilton, Ohio 

Multigraph Sales Agency, Chicago 

Multistamp Chicago Co., Chicago 

Muzak Corp., Chicago 

National Cash Register Co., Dayton, Ohio 
Niagara Duplicator Co., San Francisco 

Office Equipment Co. of Chicago 

"The Office,” New York 

Office Management Association of Chicago 
"Office Management and Equipment," New York 
Peirce Wire Recorder Corp., Evanston, Ill. 
Recordak Corp., New York 

Remington Rand Inc., New York 

Rex-O-Graph, Inc., Milwaukee, Wis. 

Rite-Line Sales Co., Inc., New York 
Rockwell-Barnes Co., Chicago 

Rol-Dex Co., Detroit, Mich. 

Spak & Natovich, Inc., Chicago 

Standard Business Machines Co., Chicago 
Standard Duplicating Machines Corp., Everett, Mass 
Standard Manifold Co., Chicago 
Standard Register Co., Dayton, Ohio 
Statistical Tabulating Co., Chicago 
Stenotype Co., Chicago 

Tallman, Robbins & Co., Chicago 
Thomas Mfg. & Sales Co., Chicago 
Transkrit Corp., New York 

Triner Sales Co., Chicago 

Underwood Corp., New York 

Victor Adding Machine Co., Chicago 
Visirecord, New York 

Weber Addressing Machine Co., Chicago 
Wheeldex Chicago Co., Chicago 
Workman Service, Inc., Chicago 
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(Continued from page 37) 
worker. Anything is desirable which helps the 
employee maintain interest in his work by making 
the office more attractive through the use of color, 
decoration, or music, where monotonous opera- 


. |tions are performed.” 


Pleading the case of the receptionist and the 
office switchboard girl, Mr. Ralph said, “Often 
the receptionist is located in the draftiest part of 
ithe office, and the telephone operator is placed in 
space devoid of natural light and ventilation.” 


‘ Procedures and methods 


“Postwar Procedures and Methods Improve- 
ment—Why and How?” was the title of an ad- 
dress by Gerald O. Eckley, superintendent of ac- 
counting procedures, United Airlines. After trac- 
ing the source of excessive costs, which Mr. Eckley 
jattributed to social policies developed by the gov- 
ernment in depression years, excessive costs of 
World War II, and the cost of labor which in- 
creased by reason of general price rises and union 
effort, he offered the solution of improved pro- 
cedures. A prime consideration, he stated, should 
ve work simplification which had been empha- 
sued by Job Methods Training carried on by the 
War Manpower Division. 

‘In connection with work simplification,” Mr. 

ey said, “we must emphasize elimination, we 


Four officers of Office Management Association of Chicago (left to right): president, Frank E. 
Kelly, General Candy Corp.; second vice-president, William M. Haddow, Northern Trust Co.; first 
vice-president, T. J. Manzke, Pure Oil Co.; secretary, J. F. O'Keefe, Chicago Real Estate Board Bldg. 


must probe the “why” of every clerical and ac- 
counting operation that is performed. In some 
instances this may mean that we will have to 
compromise some of our principles with prac- 
ticality and some of the refinements which have 
been built up to provide a so-called air-tight sys- 
tem of control may have to be discarded.” 


Labor policies 


“What can intelligent management do in shap- 
ing its labor policies?” asked Harold F. North, in- 
dustrial relations manager for Swift & Co., in his 
address before the seminar on Tuesday morning. 
“It can avoid or escape from the attitude of hope- 
less resignation concerning the possibility of solv- 
ing our labor problems. All management people 
have a responsibility and a real self-interest in 
narrowing the areas of disagreement between 
management and labor.” 

Earlier Mr. North said that the varying em- 
phasis given industrial relations had been brought 
about by such factors as shifting populations, 
improved standards of living, communications, 
education, and the various fluctuations in the 
nation’s economy and that the development of 
formal industrial relations programs by manage- 
ment is as much an epic of progress as is the 
industrial development of the country. 

“Ways must be found to cause all employees 
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to consider the corporation as ‘our company’ and Fred Replogle, of Rohrer, Hibler & Replogle, uf 
to actively identify their welfare with that of Joseph D. Stockton, general personnel manage 
free enterprise. Bitterness and apathy toward Illinois Bell Telephone Co., participated. y 
labor problems must be replaced with a determina- Wylie was chairman of this discussion, 
tion to understand these problems and to solve A dinner session following the seminar banque 
them rationally. ‘Window dressing,’ or super- on Tuesday night heard Frank Rising, oan 
ficial evidence of goodwill, which misleads the manager, Automotive Aviation Parts rr 
public, the employees, and the union, must be turers, Inc., Detroit, call on management to “tg, 
scrupulously avoided,” he said. the initiative with good ideas” in meeting lab, 
Thomas R. Reid, director of human relations, provlems. In a speech entitled “Effect of ¢ 
McCormick & Co., Baltimore, Md., stated that Wage-Price Spiral On Management Policies” y, 
multiple management was the answer to the pres- Rising said, “Great harm was done to our eg,| # 
ent day strife between labor and management. omy in 1946. Millions of people in our country q 
“Nothing moves unless people make it move. In- must struggle along on their jobs as teacher) @ 
dustry is discovering this at a tremendous cost to service employees, clerks, white-collar employees! 
all of us. One large automobile concern must without the increase in income which was foreed 
work 814 years to make up for its strike losses through for other millions, who, because they arg 
that have occurred during the past two years,” employed in certain industries, have forced pried 
he said. increases in fuel, clothing, electrical goods, meat! 
“Multiple management actually organizes all automobiles, and thousands of articles made of 
of the workers with their latent abilities and tal- expensive raw materials and needed by the mil 
ents. The worker actually becomes a part of lions now being shut out of the market. 
management, contributing his ideas on operation “In fact,” Mr. Rising continued, “management 
and production,” he continued. already is beginning to move courageously towan| 
After describing the structure of his company’s price reduction, even where it is still threatens 
multiple management plan and the resulting ben- by truculent demands on the part of the union 
efits, Mr. Reid said, “We have been successful Management needs to pay more attention at thi 
| because we have found that human relations pay time, I feel, to the plight of some of its whit. 
off. People appreciate recognition and will give collar workers. Our productivity is too low, ow 
| conscientious service in return.” prices too high; our inventories are out of byl 
ance.” 
| Morale Making a plea for a meeting of minds betwex 
| The afternoon session was opened by James C. management and “thoughtful men within th 
Worthy, director of planning and research, per- union movement,” Mr. Rising described what he 
sonnel department, Sears, Roebuck & Co. Mr. called a trend toward monopolistic practice on th 
Worthy told of Sears’ work in determining the part of unions and termed it “the greatest menace: 
elements of morale and the proper evaluation of to our still partially free economy.” 


those elements and traced the research that has 


gone into new methods for evaluating what the Office unions 


Ee employee thinks about all the elements which af- “Where an employer’s interest in the develop] [=~ 

: fect his job. ment of sound employer-employee relations is red 
: Warning against any oversimplification in the and articulate, no time or concern need ‘be give ' 
.s field of morale thinking, Mr. Worthy said, “There to the fear of unionization,” was a statemet 
7 is no simple list of requirements for developing made by Fred M. Karches, director of operation, 
and maintaining a high level of employee morale.” Rice-Stix Dry Goods Co., St. Louis, Mo. 

“Personnel Recruiting’ was the subject of a With “Office Unions” as his subject, ht 
panel discussion in which Harry L. Wylie, assis- Karches continued, “The instances are numerdi 


tant to the vice-president, the Pure Oil Co., Dr. (Turn to page 80) 
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Pennsylvania Dutch decorative motifs furnish in- 

spiration for ihe executive offices of P. J. Kenedy 

& Sons, publishers, of New York. John L. Kenedy, 

one of the officers of the company, planned these 

attractive offices and carried out much of the 
work with his own hands. 


Office 


Executive 
as 


Office 


Decorator 


By 
Grace Buckley 


% THE EXECUTIVE OFFICES of P. J. Ken- 
edy & Sons, 12 Barclay Street, New York, planned 
by John L. Kenedy, second vice-president and son 
of Louis Kenedy, president, reflect the family 
background and traditions of this 120-year-old 
Catholic publishing house in settings that are 
light and functional, ideally adapted for confer- 
ences with authors and executive discussions. 

The cheerful Pennsylvania Dutch decorative 
scheme that Mr. Kenedy has carried out in the 
offices is especially appropriate for its relation 
to the firm’s background. This business, which 
has passed from father to son, was started in 
1826 in Baltimore, by John Kenedy, great-grand- 
father of the decorator. This ancestor’s mother 
was a daughter of Conrad Reiser, pioneer, who 
founded Reading, Pa. 

Young Mr. Kenedy not only planned the re- 
decoration of the offices, commenced before he 
entered the Army, but has actually carried out 
much of the work with his own hands, including 
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the door panel designs, hand-painted in colorful 
Pennsylvania Dutch motifs. As out-of-the-ordi- 
nary as the project itself is its background of hu- 
man interest. 

For this member of the fourth generation of 
Kenedys very nearly became an architect. When 
he finally decided that publishing had first claim 
on his affection, he compromised by making de- 
sign his hobby. It became a profitable as well 
as pleasurable pastime and before joining the 
service he spent weekends and frequently nights 
building to scale model homes for display, com- 
plete even to plots and backgrounds, that were 
bought by the FHA and by banks for their win- 
dows. Since his return to civilian life he has not 
found time to resume this hobby but has been no 
less absorbed in carrying out the new office 
scheme. 

Fluorescent lighting is installed throughout the 
five-story building which includes Kenedy’s book 
shop on the main floor. In the fifth floor execu- 
tive offices, insulated, sound-proof walls and ceil- 
ings insure the quiet atmosphere essential to a 
publisher’s work. These walls are treated with 
a soft beige wallpaper with darker-toned stripes, 
blending with the predominant color scheme that 
stresses tones of brown. 

With its large open fireplace and Norwegian 
pine woodwork, Louis Kenedy’s office at one end 
of the executive suite reflects a hospitable atmos- 
phere. Here Pennsylvania Dutch floral motifs 
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A lavatory at the executive offices 

of P. J. Kenedy & Sons, consider- 

ably different from this conveni- 

ence as usually installed in the 
office! 


lend color to the mantel and fireplace as well as 
to door panels. Over the fireplace the firm’s tra- 
ditional colophon, a Bible and an oak tree, is 
carried out in soft colors. Book shelves, easy 
chairs, and beige draperies contribute to the in- 
viting warmth of this interior, where the presi- 
dent writes or chats with authors. In this room, 
too, is the stout shillelagh that the first John | 
Kenedy brought from Ireland. 

One unusual decorative feature in the presi- 
dent’s office that arouses curiosity is a hand-made 
window, imported from England, that reproduces 
the effect of the early windows of the Dutch in 
old New York. Each of the dozen small panes 
bows outward, a center swirl showing where the 
craftsman spun the rod to detach it. 

This window faces into the reception room just 
off the elevator. With white clapboards and shin- 
gles on three sides, the room suggests a pleasant 
Dutch cottage. Blue-green shutters in a Pennsyl- 
vania Dutch design and matching doors leading 
to corridors on either side supply cheerful con- 
trast. Against the rear wall, markers and arrows 
locating executive offices for visitors, a decorative 
mail box, a coach lamp, and a white bench are 
in keeping with the scheme. 

In the production room, at the opposite end of 
the fifth floor suite, headquarters for John L 
Kenedy and Henry Loester, head of production, 
colors are warm and restful, the beige and brown 
toned woodwork and walls contrasting with the 
green linoleum floor, red leather chairs, and book 
shelves lined with red. Many prints of modern 
New York hang on the walls. 

In this office a large window opening on a shaft 
is made a decorative asset by the introduction of 
a window box of vines and flowering plants. 
Floral designs add color to the black-painted sides 
and upper surface of the window frame and to 
dividers enclosing the small panes. 

Attractive as well as efficient equipment to 
speed production includes a portable visual index, 


(Turn to page 84) 
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The Kenedy decorative scheme 
demonstrates the fact that office 
decoration need not follow routine 
commercial patterns but can in- 
corporate many features of the 
fine home or club to create an 
atmosphere of comfort and dig- 
nity—without lowering in any way 
the efficiency factors of the office. 
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% OFTEN, the chief of the filing section of a 
company is regarded as a custodian of records, 
when, actually, if one wanted to know practically 
anything about the company, this is the depart- 
ment where it can usually be found—whom the 
company buys from, and what it buys; to whom, 
where, and what it sells; where it stores and 
distributes, how much, through whom, and who 
else can do it. Valuable current information of 
this type is in the files. 

Sometimes, the chief of the filing operation of 
a company is also the librarian and then must 
satisfy inquiries of investigation and research, 
and even inquiries for the fiction section, making 
the responsibility more interesting. 

Out of all these diversified activities, if we con- 
sider the file section as a reference-to-records 
unit, and not just one where records are pre- 
served, as in archives, we have an active office 
department working closely with the daily opera- 
tions of manufacturing, engineering, sales, distri- 
bution, accounting, order, billing, credit, collec- 
tions, traffic, and such. 

It is this type of department that we are now 
considering. 


Location 

An active file department is part of the operat- 
ing section of the office, and should be located in 
the office production picture, not isolated in some 
left-over space, away from active operations, en- 
closed in a partitioned room, under lock and key. 
It should be right out in the midst of the many 
departments whose papers it sends out and re- 
ceives. It should get the consideration of top 
management in its organization, personnel, space, 
equipment, and methods for control, similar to 
that given the other departments of the office 
with which it works. 


Relocation of a File Section 
For example: Recently, a file operation was 
taken from a partitioned room, in not too desir- 
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able space in an office, and relocated adjacent to 
the units it served most—the manufacturing, en. 
gineering, sales, order, billing, credit and traffic 
departments. The file department and the operat- 
ing personnel of all these departments were lo. 
cated in a large general office. This office was 
well lighted, acoustically treated, had under-floor 
ducts for electricity and telephones, standardized 
office equipment, partitions, floor covering, a good 
color scheme, and was air-conditioned. The four- 
drawer files were arranged to enclose the file de- 
partment area, with the low three-drawer files 
and a gate at one end for a counter. The file per- 
sonnel were located at the building windows, ad- 
jacent to the counter. This meant the file de- 
partment was in the midst of the office activities 
it served, as though it were an operating section, 
and it had all the benefits of physical conditions, 
comforts, equipment and flow-of-work relation- 
ships given to the other departments. 


Consideration by Management 

The result of this kind of consideration is that 
when a paper is needed of the file department, it 
is promptly made available. Active business 
transactions are not held up, and the departments 
of the office get what is expected of the file de- 
partment. 

To isolate a group of office workers doing an 
operation so closely integrated with all units of 
the office as the file department merely breaks 
down employees’ interest in their work, and, in 
turn, their efficiency, and results in loss of time. 

Partitions and isolation of departments of any 
kind build up barriers along hypothetical lines in 
organization, when today more than ever the 
office must seek means to improve its integration. 

In giving all elements of the office equal con- 
sideration, employees are better oriented and the 
office becomes a unified working organization. 

The file department in this type of office soon 
finds itself allotted adequate space to install the 
planning standards it strives for—where en- 
ployees can walk down an aisle of files without 
climbing over one another, where the light will 
be adequate at the lowest file drawer, where one 
can see outside, whether it is raining or snowing, 
and where file equipment is not left-overs from 
other departments of the office. 

(Turn to page 46) 
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(From page 44) 

Active File Aisles: The aisles in active file de- 
partments should be wide enough for personnel to 
work at an open file drawer and still permit 
others to pass behind to other files. This means 
a minimum width of 5 feet 6 inches. 

If the file cases are to be worked at on both 
sides of the aisle, 8 feet should be allowed. Cross 
aisles should be located every 25 feet and planned 
at a minimum of 3-foot width. 

Semi-Active File Aisles: The aisles in storage 
transfer file sections need not be more than 3 feet 
wide. 

Counter: At least 6 feet of open aisle should 
be allowed at the back of the file counter, to per- 
mit passing out and receiving of records and 
bulk material. 

Desks: Desks should be placed 6 feet from back 


to back, and when placed side by side, aisles 


should be allowed at each desk for access. These 
aisles can be 3 feet to 5 feet wide. 

Typical Area Allowances: If one were to cal- 
culate the number of square feet needed for a file 
department, the following area table might be 
used : 

1) Normal letter file—8 square feet. 

2) Normal legal file—10 square feet. 

3) Transfer storage letter file—6 square feet. 

4) Transfer storage legal file—714 square feet. 

(Note: 3, 4, or 5-drawer files and the heights 
of transfer files require special planning.) 

5) 50-inch desk—50 square feet in file depart- 

ment area. 

6) 60-inch desk—60 square feet in file depart- 
ment area. 

7) Typical private office—300 square feet for 
file department. 

8) Sorting equipment, tables, and machines re- 
quire special planning. 

9) Expansion allowances through space within 
file cabinets, or space for additional cabinets 
require special planning. For example: A 
file department of 200 cabinets, a supervisor 
and six assistants could be comfortably 
housed in approximately 2,000 square feet. 


You would arrive at this by: 


200 cabinets @ 8 sq. ft.. 1,600 sq. ft. 


1 supervisor @ 60 sq.ft... 60 sq. ft. 
6 assistants @ 50 sq.ft... 300 sq. ft. 


1,960 sq. ft.—Say 
2,000 sq. ft. 


Action by Management 
Top management is not going to do these 
things, unless the chief of the file department, 
working with the office manager, makes its de- 
sires and potentialities known. Now is the time 
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for file supervisors to make known to manage. 
ment their thinking, and vice-versa. 

Only the file supervisor knows the exact num. 
ber of references to certain materials or what 
goes to the basement or warehouse transfer files 
for storage. The file supervisor also knows what 
departments of the office have files of their own 
that should be centralized, with resulting savings 
in personnel, elimination of duplicate records, 
equipment, and space. 


Collaboration 

Here is an example of file department and office 
manager collaboration: 

Recently a company made space for expansion 
of its international division by moving its inter. 
national accounting to the general accounting de. 
partment, to space made available there by moy- 
ing the accounting files to the central file depart. . 
ment. 

For some time, the chief of the filing depart. 
ment and the office accountant knew this merger 
of files could be done, but there was first the 
matter of moving two years of sales records from 
the central file department to the warehouse trans. 
fer storage—the seldom-referred-to 1943-44 sales 
records. 

When this possibility came to the attention of 
the office manager, during the space-planning eji- 
sode, when seeking space for the international di- 
vision, it was promptly carried out, after discus. 
sion with the sales, accounting, and file. depart- 
ment heads. 

Action of this kind makes for a stronger file 
department and helps other units of the office as 
well, but joint action and interest of file super. 
visors and office managers is required. 

The usual reply to “Why can’t we centralize 
these files?” is “I can’t get what I want from the 
file department now. Let’s not give them more 
work to do.” 

This is the fault of the file department. If 
the file department wishes to improve the posi- 
tion in the office scene, it must first take an ag- 
gressive interest in its own responsibilities, and 
then, working closely with the office manager, help 
bring about the coordination of its department 
with all elements of the office. In this way, it 
will receive the working tools it requires in or- 
ganization, space, equipment, and personnel, a 
well as attain its true place in the office orgar- 
ization. 
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Mrs. Thomas A. Edison and her son, former Governor Charles Edison, inspect Thomas A. 
Edison's desk, opened after sixteen years. (See also cover picture) 


EDISON'S 
DESK 
OPENED 


By Charles Hackett 


% A 58-year-old oalé roll-top desk was the star 
attraction of a ceremony which took place in the 
West Orange, N. J. laboratory office and library 
of its owner, the late Thomas A. Edison, as part 
of the current Edison centennial celebration. 

Standing at one end of the long, three-tiered, 
oak paneled room, the desk, sealed by his son, 
Charles Edison, when the inventor died on Oc- 
tober 18th, 1931, was opened for the first time in 
the presence of members of his family, numerous 
representatives of the press, radio, and the news 
reels, and trustees and officers of the Thomas 
Alva Edison Foundation. 

The desk, part of a large gift of office furniture 
presented to Mr. Edison by his employees on his 
birthday in 1889, has 28 pigeon-holes bearing such 
labels as “Ford Starter,” “Phono Works,” “Ex- 
periments,” “For Formula Book,” “Chemistry,” 
and “New Things,” all well filled with voluminous 
notes in the inventor’s own hand. The desk sur- 
face looks like that of any busy executive who 
might possess the multiplicity of interests that 
were Edison’s. There are two wire letter trays 
holding additional papers and letters, a plain, ob- 
long tin tray holding three or four penholders and 
pencils, a pen and inkwell holder, and a loose-leaf 
binder. (Turn to next page) 
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Close at hand are a phonograph record speed- 
ometer and the amplifying unit for a phonograph, 
a pocket-size leather-bound notebook of a type 
described by his son as being habitually carried 
in the inventor’s outside breast pocket, a box of 
gummed labels, and a half-empty bottle of Lis- 
terine. Two fountain pens, unused, were also 
found in a labeled box on the desk, while in the 
side drawers were found a collection of samples 
of chemical compounds, metal tubing and strips, 
an unused hearing device, a large packaged twist 
of chewing tobacco, another leather-bound note- 


Mr. Edison's chair. This and the 
desk were part of a complete set 
of office furniture given to Mr. 
Edison by his employees on his 
birthday in 1889. 


book, a volume containing the details of the manu- 
facturing agreements extended to various com- 
panies making the phonograph, and miscellaneous 
papers. 

One of the primary objectives of the Thomas 
Alva Edison Foundation will be the preservation 
of this library and office. A fund raising cam- 
paign, with Harvey S. Firestone, Jr. as chairman, 
is now under way. 
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* * 
Business Survey 
Excerpt from current report 


THE VOLUME of business is continuing at 
high levels reported in January and is generally 
considered very good by purchasing agents. Hoy. 
ever, mixed conditions on new business show up 
in the February reports, for those showing fur. 
ther increases are balanced by others reporting 


some decline. By far the larger percentage re. f° 


ports continuing high production. Optimism js 
expressed that labor difficulties will not retard 
the present high output. 

Heavy backlogs of orders and favorable produc. 
tion prospects are pointed to as assuring a good 
volume of business through the first half of the 
year. 

Commodity Prices 


While prices have continued to advance, the 
over-all effect on industrial commodities is very 
slight. Buyers report markets are stabilizing and 
prices generally seem to have passed their peak. 
Supply is catching up with demand; more sales. 
men are calling; competition is developing rapidly 
in many lines; a switch from the sellers’ to a 
buyers’ market is forecast in the near future. 

Inventories 


The trend is definitely toward lower stocks, 
though the reduction is gradual. It will take sey- 
eral months to reduce to carefully scheduled 
operating levels. There is considerable unbalance 
in a number of lines, particularly items for assem- 
bly production. The “take anything any time” 
phase of procurement is rapidly passing. Pur- 
chasing agents must negotiate more realistic de 
livery schedules and, in some instances, are resist- 
ing acceptance of deliveries earlier than called for. 

Manufacturing schedules are being adjusted to 
the materials available, thus obtaining a better 
balance in raw material and purchased part inven- 
tories, as well as the quantities tied up in process. 


Buying Policy 


The continuing trend to shorter-term commit 
ments is favored by improved production, better 
balanced inventories and production schedules. 
A greatly reduced use of price escalator provi- 
sions is reported; also, more numerous offers of 
firm-price quotations for near-by delivery and 
extending for longer periods, especially in heavy 
goods. There may be “breakers ahead” for some 
long-term buyers—and caution is considered aé- 
visable. 


*Composite opinion of purchasing agents who comprise 
the National Association of Purchasing Agents’ Busines 
Survey Committee, whose Chairman is Robert G. Swanton, 
Director of Purchases, Winchester Repeating Arms Corp, 
Division of Olin Industries, Inc., New Haven, Conn. 
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Tow. EW DESIGN features which speed and facilitate print produc- 
are contained in the new Bruning Volumatic Printer-Developer, 
VW up amounced by the Charles Bruning Co., 4754 Montrose Ave., 
fur- ago. Only one operator is necessary. The Volumatic is in- 
+m med for large-volume production of cut sheets and accommo- 
ting ., roll stock up to 42 inches wide. It prints and develops all 
e Te bing BW So geet) = nee or hao some 
. rints wit ack, or colored lines on white background; 
m 1s ig drwt line paper prints on green-tinted ce 
tard parent paper prints; oe or = _. These prints are 
in volume at speeds up to eet a minute. Among i 
ae features of this new model are its enlarged feed | 
Oduc- }d: simple and easy control; increased light efficiency; and 
ood ilty to produce uniformly developed prints at all speeds. 
g nachine can be installed anywhere. It is finished in two-tone 
f the |, Hammertone. The machine requires no plumbing. 
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LEFT: 


NEW DESK PAD. This is the new Staco art leather- 
ette linoleum desk pad. Size 20 by 34 inches with 
plenty of room for important papers. Strongly built; 
large, gold-tooled panels; a firm linoleum base. Avail- 
able in green, brown and mahogany, retailing for 
approximately $6. From the Stationers Specialty Co., 
19 West 21st St.. New York 10. Immediate delivery. 


provi- ¢ AID TO CHINA. A personal citation from Chiang 
ers of ik was recently awarded to Pitney-Bowes, Inc., Stamford, 
manufacturers of postage meters and mailing machines, for 
Vv and | on-the-job training which the company gave a year ago to 
heavy technicians of China's Postal Service. Chinese Ambassador 
- K Wellington Koo presented a large scroll bearing the 

r Some Felisimo's "chop" (official seal) to S. W. Sells, assistant to 
ed ad- jesident of Pitney-Bowes, at a dinner given by the China 
tin America. The Pitney-Bowes official was one of 100 

3 American industrialists whose companies were honored 
banked for their aid to China in its reconstruction program. 
P threw open all its facilities and assigned top tech- 
-OMprise fo an intensive study and training program in coopera- 
- S. Department of State and Post Office Depart- 
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ABOVE: 
OVERCOME SOCKET PROBLEMS with these new Allied 
fluorescent lampholders which apply the spring action principle 
to assure positive contact for both lamp and starter. Lamp prongs 
grip the lamp pins and hold them securely so that they cannot 
release unless the lamp is removed by application of pressure. 
Guides prevent the lamp from being inserted or removed incor- 
rectly. If a lamp does not make proper contact, it will not stay 
in the socket, but remains in your hand, thus eliminating the 
danger of the lamp falling out after it has been inserted. The 
contacts are made of heavy brass. Made for lamps up to 40 watts. 
From Allied Electric Products, Inc., 67 Coit St., Irvington, N. J. 


BELOW: 


OPENS FROM THE SIDE. An innovation in register de- 
sign is incorporated in the new Bantam portable, made by 
the Autographic Register Co., 10th & Clinton St., Hoboken, 
N. J. This register, used to make multiple copies of hand- 
written forms, opens from the side book-wise rather than 
from the conventional top-to-bottom position. The com- 
pany says this feature makes the new register stronger and 
more useful. Pressure is taken off the hinges. This aluminum 
register is designed to give the strength of a counter model 
to a device that can be carried easily. The Bantam uses 
long lasting Durographic ink paper. = 
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BELOW: 


NEW RUBBER BANDS. The Louis Melind Co., 362 Wes 
Chicago Ave., Chicago, has announced that its new line of 
Justrite rubber bands is available. The company claims this 
new band is superior to prewar bands. In all standard sizes 
the bands are packaged in attractive pound and quarter. 
pound cartons. The packages have the Quik-pik top feature, 
making the cartons handy dispensers. 
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ABOVE: 

FOR OFFICE COMFORT the Ard Manufacturing 
Co., 19 Vine St., Evansville, Ind., suggests this chair. 
Has full-spring one-piece seat, curved back, full pad- 
ding in the extreme back, lacquered finish, frame of 
kiln-dried selected hardwood, metal angle braces, 
metal gliders, rounded corners, four glued and 
screwed corner blocks. The company says that it is 
proof against a variety of stains. Available in 
Moorish tan, Moorish eggshell, Moorish red wi 
wood finishes in wheat or walnut. Price, $20.84 each, 
f.0.b., Evansville. 
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RIGHT: 

A NEW DRAFTING PENCIL, known as the Norddrafter 
gencil has been produced by Nord Products, East Orange, 
y. J. It is a simple two-part instrument consisting of an 
aluminum body, with a four-jaw collet attached, and a 
hardened, knurled steel grip. Measuring six inches, the 
pencil has a comfortable grip. The four-jaw collet grip in- 
sures against the lead slipping or breaking. It is priced at 
$1, with discounts for quantities of five or more. 


LEFT: 
MODERN STYLING and practiced design are fea- 


tures of the new Chrom-Ever costumer, the first in a 

new line of chromium furniture. This chrome-plated 

i i _ costumer can be used on carpets without injuring the 

i | fabric. Retails for approximately $15. From the 
| Asquith Associates, 131 State St., Boston 9. 


ABOVE: 

A COMPLETELY STOCKED FIRST AID CABINET for the small 
business, with a once-a-month inventory service rendered by the 
manufacturer to make restocking easy. This utility first aid cabi- 
net is offered in two models. The deluxe unit, fulfilling every first 
aid requirement, contains 58 items. The regular unit, somewhat 
smaller, is stocked with 45 items. The cabinets are all-steel and 
finished in white. Locks are supplied for doors. Either size cabi- 
net is available also without supplies. A simplified inventory and 
replacement sheet for convenience in checking and order- 
ing new supplies is sent all users every month. From the Brusan 

RIGHT: Products Co., 2318 North 30th St., Milwaukee 10, Wis. 


AN AUTOMATIC TYPEWRITER which enables one typist 
to turn out hundreds of individually typed letters daily, with 
varying addresses and other details, has been announced 
by the Robotyper Corp., 18050 Ryan Rd., Detroit. The 
Robotyper Operates on the vacuum principle. The 
mechanism is controlled by a master record, which is per- 
forated like a player-piano roll, and operates the keys. The 


ring roll can be filed for later use. The Robotyper measures 19 
- by 26 inches. It can be installed in two minutes, and 
- operates with any make of electric typewriter. As many 
yo typewriters as desired can be hooked together for simul- 
ces, bape operations with one master record roll. Adjustable 
ane or automatic stops, while the operator fills in names, dates, 
it Is amounts, or any other desired material. Paragraphs may 
I y changed, inserted, or omitted any where in the body 
= ta letter. The new machine can so be arranged that as 
ach, he typist fills in the heading of a letter, another machine 


‘multaneously addresses the envelope. 
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ABOVE: 

PROTECTING VALUABLES. The Meilink Steel Safe Co., Toledo 6, 
Ohio, has produced this wall safe. The safe can be easily con- 
cealed behind a picture. Easily installed. Good protection from 
fire and theft is assured, the company says, through the rugged 
construction of the heavy steel plates electrically welded. The 
walls are insulated with Thermo-ce! insulation. A three-tumbler 
combination lock controls the two operating bolts in the front of 
the door and two interlocking bolts at the rear of the door hold 
the door securely. The safe bears the Safe Manufacturers National 
Association One Hour Label, which verifies that the safe has been 
tested in a furnace having a temperature of 1700 degrees F for 
one hour. The safe comes in two sizes: 12 15/16 inches high, 
14 7/16 inches wide, and 8 inches deep; or 12 15/16 by 
14 7/16 inches, and 12 inches deep. The first weighs 47 pounds, 
the second, 55 pounds. 


RIGHT: 

A STATIONERY RACK FOR TYPISTS has been intro- 
duced by the Maso Steel Products, 418 South Clinton St., 
Chicago 7. This three-tiered tray is made of strong sheet 
metal, welded together. It provides three separate compart- 
ments for stationery or other typist's materials. The handy, 


wire hooks hold the rack firmly to Maso's tables and stands. 


This On-R-Off rack is easily attached or removed. I+ has 
a walnut finish. Measures 12 by 9 inches, with three inches 
between trays. Packed two to a carton. 


LEFT: 


BELOW: 

MIDGET FIRE EXTINGUISHER from the American. 
LaFrance Foamite Corp., Elmira, N. Y., weighing less 
than 12 pounds. It is called the Alfco Speeder, 
Contents weigh only 35 pounds but expand to 459 
times their contained volume. Diameter, 3 9/16 
inches; over-all length, 22 inches. Speedex carbon 
dioxide gas is non-poisonous, non-corrosive, and odor. 
less; is a non-conductor and will not freeze, according 
to the company. Underwriters’ Laboratories rating, 
B-2; C-2 which indicates that two such extinguishers 
make one unit for first aid fire protection for use on 
Class B fires (flammable liquids, grease, etc.) or 
Class C fires (electrical equipment). 


AN AIR CIRCULATOR, the Vornadofan, recently intro- 
duced by the O. A. Sutton Corp., Beacon Bldg., Wichita 2, 
Kan. The company is able to use a blade of unusual design 
py the use of injector cones; this results, the company says, 
in giving greater scoop effect. This model has 12-inch 
blades and weighs 17 pounds. Works on 115 volts and con- 
sumes 134 watts. Has three speeds. 
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ABOVE: 

FROM OFFICE TO DATE with crisp clean cuffs. 
Secretaries, stenographers, and all the other female 
office workers will want to buy Cuff-ettes, the form 
fitting translucent plastic cuffs offered by the Anglers 
Products Co., 93-06 Corona Ave., Elmhurst, Queens, 
N. Y. Available with nine different colored cloth 
bindings. May be cleaned with damp cloth or rinsed 
in soap and water. Fasten with sturdy clasps. Retail 
at 50 cents a pair. 


erey 


wc ous) WINN 


ABOVE: 


SWINGLINE CHROME-PLATED STAPLING machines are 
back again. Speed Products Co., Inc., 37-18 Northern 
Blvd., Long Island City, N. Y., the manufacturers, announce 
that they are being sold in conjunction with Swingline 100 
cercent round wire staples at « lower price than if the 
items were purchased separately. The stapler has a fast 
loading open channel. 


Tee - 
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ASOVE: 


ALL FOR A DOLLAR. The Eagle Pencil Co., 703 
East 13th St.. New York 9, is now offering this new 
$! fountain pen with a stainless steel nib, tipped 


with iridium and hand-ground. 


It has a fully sealed 


inner cap to keep the nib moist for instant writing. 
It has a fluted plastic barrel, a gleaming chrome- 
plated cap. 


ABOVE: 


AN EASILY READ LETTER SCALE. This Presto 
iear-View letter scale is made by the Metal Special- 
ties Mfg. Co. 3200 Carroll Ave., Chicago 24. Letters 
we dropped upright behind the dial face. The exact 
“tight and postage are visible at once. The company 
ys every scale is pre-tested with scientifically cali- 


aad weights for both spring deflection and con- 
staney, 
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BELOW: 


THE HANDY ANDY SCOOTER of many uses, designed 
to save a lot of drudgery, tired legs, tired back, and feet, 
while doing work involving bending over or kneeling down. 
Finished in metallic grey, this four-wheeled steel scooter, 
has a convenient shelf at the bottom for books, tools, or 
correspondence to be filed. Small accessories may be 
stored in the top drawer. The scooter is || inches high, 10 
inches wide, 12 inches long, and weighs IC pounds. Made 
by the H. D. Campbell Co., Rochelle, Ill. 
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A DESK DRAWER TRAY from the Art Steel Sales 


Corp., 300 East 145th St., New York 51. Modernly 


designed and styled in silver grey. 


LEFT: 
FOR BUSY DESKS, this new desk rack for speed, ease, 
and. orderliness. The Rite-Spot rack, designed primarily 


LEFT: 

ADJUSTABLE TRIANGLE introduced by the C-Thru Ruler Co. 
385 Capitol Ave., Hartford, Conn. Measures 8 inches. Precision. 
made of clear, non-inflammable plastic with no protruding rivets 
or sharp points to tear tracing paper. Tapered holes are placed 
Y4-inch apart on two sides to allow division of any line into equal 
parts by swinging the angle at any of its various degrees, Foy, 
circular openings have been added to permit drawing circles of 
Yo, Y4, 1, and 1/4 inches in diameter. Other features of this ney 
C-Thru triangle are for cross-hatching and the speeding up of 
letter spacing. 


BELOW: 

THE JUNIOR EXECUTIVE CHAIR from Kol, Inc., 220 
South 10th St., Minneapolis 2, Minn. Weighs 17 pounds. 
Has 2-inch ball-bearing swivel casters and unusually wide 
base. Frame is welded and brazed throughout. Has color. 
ful web seat and backrest fabric capable of withstanding 
580 pounds. List price, $24.50. Companion chair with 
gliders in place of casters lists at $22.50. 
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OFFICE 


to hold letter paper for typists, is made in two models, 
one with label holders, and one without.. The latter is 
designed especially for typists, and when mounted behind 
a typewriter permits the typist to get the papers easily. 
The rack with label holders is intended to serve as a 
ready-reference file and a place to deposit papers after 
they are used. The cabinets are 10!/2 inches high, 11'/2 
inches front to back, and are open at the front only. All 
steel construction wire edge front and back. Painted office 
green. The files are retail priced at $7.95, f.o.b., Old 
Lyme, Conn. Made by the Gordon L. Hall Co. 
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BELOW: 

AN ADJUSTABLE FLUORESCENT DESK LAMP announced 
by the Faries Mfg. Co., Decatur, Il}. This clamp-on desk 
lamp is called the Glider because it can be put into the 
desired position with the mere touch of the hand and re- 
mains there until moved. The Glider is adjustable both 
vertically and horizontally. Finished in electro-plated statuary 
bronze and polished chromium. 


RIGHT: 


SCISSORS WITH TOOL STEEL BLADES are available from the 


ABOVE: 


AN ACCURATE, economical pressure sensitive tape dis- 
penser has been invented by Andre Tempe, owner of the 
A-L-B-E Engineering Co., 82 Main St., West Orange, N. J. 
This Tape-Saver cuts tape to the exact length desired, then 
ejects it, ready for application. It is useful for trans- 
parent or colored pressure-sensitive tape in either cellu- 
lose or acetate fibre in all widths up to one inch. It takes 
either a l-inch or 3-inch tape core. By setting the in- 
dicator on the side of the machine to the desired length, 
and then pressing down the lever, the tape is ejected in 
lengths of three-eighths to three inches. 


LEFT: 


TWO NEW BALL POINT pens are offered by the Eberhard 
Faber Pencil Co., 37 Greenpoint Ave., Brooklyn, N. Y. Both pens 
employ the principle of capillary action and the recently developed 
fade-proof ink. One of the new models (left) is similar to the 
company's standard pen with its distinctive shaped cap and trim; 
on this pen the cap and trim are made of Inconel. It retails at 
$8.75, tax free. The other is embellished with metal trim and con- 
centric rings; it comes in assorted colors and retails for $6.95, tax 
free. 


Warch, 1947 


R & L Mfg. and Sales Co., 7320 Puritan Ave., Detroit, Mich. 
According to the company, the Nu-Blade scissors have many ad- 
vantages. They have a longer lasting edge because of the tool 
steel in the blade. The cost of replacing the blades is little more 
than the cost of re-sharpening. The scissors have a low over-all 
cost, since the handles are of a less expensive metal. It is easy 
to replace the blade. The polished chrome plate finish prevents 
rust. 
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LEFT: 


moved and a new one inserted in a few moments. 


RIGHT: 


THIS PHONE HOLDER can be used on any cradle type tele- 
phone. Attractively covered spring steel. Especially constructed 
so that it will not scratch or damage the phone. Can be used while 
the person phoning is standing, sitting, moving, or bending over. 
Weighs less than an ounce. No mechanical adjustment; just snaps 
on the phone. From the Hormuth Bros. Co., c/o Factory Tool 
Supply Co., 411 North Foothill Rd., Beverly Hills, Calif. 


BELOW: 


IN BRAZIL. This photograph was taken at a recent McBee Co. 
training school held in Sao Paulo, Brazil, by the Casa Odeon, Ltd., 
distributors for the McBee Co., 295 Madison Ave., New York. 
Newton R. da Silva, left of the blackboard, is in charge of the 
special McBee department organized by Casa Odeon. Mr. da Silva 
recently spent several months in the United States during which 
he attended and graduated from the McBee Technical Training 
School. He also spent some time in the company's main plant 
in Athens, Ohio, and in the sales field learning McBee methods 
a d products. 


BACKED by 58 years of manufacturing experience, S. Buchsbaum 
& Co., 1737 South Michigan Ave., Chicago, offer the Magic Flow 
ball point pen. The company says a new method of placing the 
ball has been developed that closely resembles the way precious 
jewels are set. The proximity of ball to tip has been Greatly 
increased to prevent ink from collecting on the hands. The com. 
pany also says the chrome steel ball used qives the maximum of 
revolutions per inch, thus assuring a smooth, dependable ink supply 
The ink replacement unit stores a one to five-year supply depending 
upon the amount of writing the user does. This unit is easily re. 
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1947 


National Business 
Show 


at 
San Francisco 


Mateh, 1947 


Thousands inspected the 
office efficiency aids fea- 
tured at the Show 


The first National Business Show to be held on 
the West Coast since 1929 was held in the Civic 
Auditorium in San Francisco from February 20th 
to 26th, as 87 manufacturers came together with 
products that in some cases represented develop- 
ments hitherto unseen in that area. 

Beyond the appeal of the new equipment itself 
was the presence in force of selected personnel 
supplied by the manufacturers to serve as consult- 
ing groups for the thousands of interested exec- 
utives of this fast developing industrial area. 

Comparatively, this West Coast show matched 
the success achieved by the New York show held 
at Grand Central Palace last year, for Frank 
Tupper, president of National Business shows, 
Inc., New York, advises that attendance at the 
San Francisco exhibition came to better than 
40 thousand. 


A list of exhibitors appears on the next page. 
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AT SAN FRANCISCO SHOW 


Acme Visible Records, Inc., Chicago 

Acoustor Co., Youngstown, Ohio 

All-Steel Equipment, Inc., Aurora, Ill. 

Allied Ribbon & Carbon Co., New York 
American Safe Co., San Francisco 

Ariston Duplicator Co., San Francisco 

Auto-Typist Sales & Service Agency, San Francisco 
Beier & Gunderson Co., San Francisco 

Bertrand Supply Co., San Francisco 

Burroughs Adding Machine Co., Detroit 

Clary Multiplier Corp., Los Angeles 

Columbia Ribbon & Carbon Mfg. Co., Glen Cove, N. Y, 
Ralph C. Coxhead Corp., New York 

Cummins Business Machines, San Francisco 

D. & G. Mfg. Co., San Francisco 

Davidson Sales & Service Agency, San Francisco 
Detex Watchmen's Clocks, San Francisco 
Dictaphone Corp., New York 

Dictating & Recording Co., Inc., Los Angeles 
Diebold, Inc., Dayton, Ohio 

Ingolf Dillan, San Francisco 

Ditto, Inc., Chicago 

Elliott Addressing Machine Co., Cambridge, Mass. 
Fototype, Chicago 

Friden Calculating Machine Co., San Leandro, Calif, 
Gimmel Bros., San Francisco 

Gregory Fount-O-Ink Co., Los Angeles 

Milo Harding Co., Los Angeles 

Harter Corp., Sturgis, Mich. 

Herman Safe Co., San Francisco 
Herring-Hall-Marvin Safe Co., Hamilton, Ohio 
International Busi Machi Corp., New York 
H. D. Kippen, San Francisco 

Kellogg Switchboard & Supply Co., San Francisco 
LeFebure Corp., Cedar Rapids, lowa 

Leopold Co., Burlington, lowa 

Lightning Letter Openers & Sealers, San Francisco 
T. R. Mantes Co., San Francisco 

Marchant Calculating Machine Co., Oakland, Call. 
Marr Duplicator Corp., New York 

Metal Office Furniture Co., Grand Rapids, Mich. 
Harry L. Michaels, San Francisco 

Monroe Calculating Machine Co., Inc., Orange, N. J. 
Mosler Safe Co., Hamilton, Ohio 

National Buncle Tyer Co., San Francisco 

National Counting Scale Co., San Francisco 
Niagara Duplicator Co., San Francisco 

NoMar Desk Co., San Francisco 

The Office, New York 

Office Appliances, Chicago 

Ohmer Corp.. Dayton, Ohio 

Pacific Telephone & Telegraph Co., San Francisco 
Parker Pen Co., Janesville, Wis. 

Peirce Magnetic Wire Recorders, Evanston, lil. 
Produc-Trol Oakland Co., Oakland, Calif. 
Produc-Trol Pacific Co., San Francisco 

Walter Radell Co., San Francisco 

Red Feather Products, Redwood City, Calif. 
Rex-O-Graoh, Inc., San Francisco 

Rockwell-Barnes Co., Chicago 

Rot-O-File, Inc., Fresno, Calif. 

Royal Blue Print Co., San Francisco 

Royal Typowriter Co., Inc., New York 

San Francisco Cash Register Co., San Francisco 
Saxmeyer Bundle Tyers, San Francisco 
Schwabacher-Frey Co., San Francisco 
Select-O-Phone, San Francisco 

Simplex Time Recorders, San Francisco 

Shepherd Chair Co., Salt Lake City, Utah 

Smead Mfg. Co., Hastings, Minn. 

SoundScriber, New Haven, Conn. 

Standard Fluid Process Duplicators, San Francisco 
Tempo Stencils & Inks, San Francisco 

F. A. Thomas Co., San Francisco 

Tiffany Stand Co., Poplar Bluff, Mo. 

Triner Scale & Mfg. Co., San Francisco 

Varityper Office Composing Machines, New York 
Visible Index Corp., New York 

Visirecord Distributors, San Francisco 

Voycall !ntercommunication Systems, San Francisco 
Wassell Organization, Westport, Conn. 

Wells Fargo Bank & Union Trust Co., San Francisco 
Western Loose Leaf Co., San Francisco 
Frank E. Wilber Co., San Francisco 
Wheeldex San Franci Co. 
Wilson Jones Co., Chicago 
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Final model, Gray Audograph 


Evolution of an Office Machine — 
By Thomas G. W. Nevell | vhs _ 


Cushing & Nevell, New York 


% THERE ARE few other fields that present a 
greater challenge to the industrial designer than 
the development of office equipment. . Whereas, 
in other fields, a variety of designs might be avail- 
able to suit individual tastes, the main objective 
in merchandising of office equipment is to achieve 
a standard design that has universal appeal. This, 
of course, is only one of the many requisjtés that 
the designer must meet and solve. He must also 
contend with the cost factor imposed by keen 
competition within a limited market. 

The conscientious industrial designer i is always 
faced with a conflict between theory and fact.’ He 
has been taught, and believes in, certain proven 
theories governing shape, color, and other factors 
of “absolute” design. Given any product or prob- 
lem, he could quite easily produce a design that 
embodied all of these principles and that. theo- 


Fig. | (upper picture): War-time model of Audograph 
Fig. 2 (lower picture): First peace-time model 


retically at least was ideal. But here is where 
“fact” enters the picture. A product which is 
ideally or perfectly designed might also, for a 
number of reasons, be wholly unmarketable. Such 
factors as manufacturing costs, existing manu- 
facturing facilities, competition, functional de- 
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mands, and other specific requirements tend to 
limit the scope of the designer and to compel him 
to modify certain principles or to apply only those 
which will facilitate sound merchandising. 

In addition to these concrete limitations, there 
is always the intangible influence of changing 
tastes. This is well illustrated by comparing the 
ornate metal inkstand which was on every execu- 
tive’s desk some fifty years ago with the attrac- 
tive, unobtrusive, and highly functional stands 
in common use today. 


Essential considerations 


Summing up, today’s office equipment should 
conform to the following “musts” : 


1. The unit must not only be efficient but look 
efficient. Utility is the prime motive for pur- 
chasing office equipment and this factor should 
be expressed in the general appearance of the 
unit. 

2. In the average executive’s office, the focus 
of attention should be on the man, not on his 
surroundings. Therefore, color, shape, and lines 
should all be directed at making the unit as un- 
obtrusive as possible. 

3. Functional efficiency should also be ex- 
pressed in simplicity and ease of operation. All 
controls should be readily accessible and clearly 
labelled. 

4. The unit should be sturdy but sufficiently 
lightweight to permit easy handling or moving. 
5. The unit should be as silent as possible. 

6. Safety is, of course, another important 


_ factor. Moving parts should be properly shield- — 


ed. If the unit is electrically energized, it should 

be well insulated. Moreover, if the machine 

generates heat, as is often the case, the manu- 

facturer must take the proper measures to pre- 
_ vent the user from suffering the annoyance of 
_ contact with “hot spots.” 


The application of these points is illustrated in 
the story of the Audograph, product of the Gray 
Manufacturing Co. This dictating instrument 
was originally designed for the use of the Armed 
Services and was employed during the war for 
airways, traffic control and the recording of 
broadcasts, codes, reconnaissance and observation 
records, interviews, interrogations, and other war 
needs. With these objectives in mind, the war- 
time Audograph was built for sturdiness and ac- 
curacy, with little thought given to the features 
required to make it a marketable item in the office 
equipment market. As shown in Fig. 1, this or- 
iginal Audograph was built for rugged use. It 
was too large, too bulky, and too heavy for the 
modern business office. Furthermore, the com- 
bination of cylinder and block forms created a 
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Fig. 3. Lid of the Audograph raised, showing access 
to the working parts. 


disturbed composition that caught and held the 
attention—a result that is certainly not desirable 
for a unit intended to be an unobtrusive object 
on an executive’s desk. It was quite obvious that 
the Audograph required a thorough face-lifting 
job before it could be marketed as an office ms 
chine. 

It might be noted here that the Gray Manufa- 
turing Co. exhibited good business judgment ani 
foresight by bringing in the industria] designe 
at the very beginning of the development pre 
gram. So many manufacturers are too apt # 
think of the industrial designer only when a sia 
or problem has developed. Thus the designer i 
placed at a disadvantage of being regarded as! 
super traffic cop who can unsnarl a jam that ha 
baffled the company’s own engineers. Keepill 
this simile, it should be quite obvious that if th 
traffic cop were present at the very beginning, the 
jam might have been avoided. 

In other words, if the designer is called in 
a consultant basis at thé beginning of the pr 
gram, he actually becomes a member of the de 
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WILL NOT SPILL FLUID IN ANY POSITION 


Even when tipped, jarred or overturned the Fineline Safe- 
guard Reservoir Desk Set will not spill writing fluid. This 
exclusive safety feature is made possible through an in. 
genious interior design not found in any other desk set of 
similar type. No fluid spillage means no stained desks, 
fingers or clothes. . . greater efficiency around the office. 


REPLACEABLE POINTS 


Replaceable points are available in point style best suited 
for every type of office work. Secretaries and stenograph- 
ers, bookkeepers and accountants, clerks and executives 


. each can select the point needed in his 
work. Extra fine, fine, shorthand and medium 
points ... all four are iridium tipped in 
either stainless steel or 14-K gold. 


SHEAFFER'S 


SAFEGUARD 


RESERVOIR 


DESK SET 


WRITES PAGES WITHOUT REFILLING .. . 


Rarely if ever will the pen be written dry before it is 
replaced in the socket. Capillary action fills the feed and 
keeps the pen always ready for use. Fluid evaporation is 
negligible, due to special air-tight construction of the fluid 
reservoir. 


SIMPLE, NON-SPILL REFILL . . . 


Refilling is a simple matter. Con- 
tents of refill bottle included with the 
set empties quickly and cleanly into 
fluid chamber, from where fluid is fed 
as needed into the cone-shaped well in 
which point of the pen rests. Transpar- & 
ent base shows when to refill. Formax- | — 
jmum convenience and 
safety, use Safeguard 

Refills containing * 
SKRIP, the modern 
writing fluid for all 
business use. 


Fountain Pen Action 
writes pages without 
redipping . . . 


Contains a full 
bottle of Skrip 


Scientifically 
constructed. 
Practically 
unspillable. 
Always ready 
to write. 


W. A. SHEAFFER PEN CO., FORT MADISON, IOWA 
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— JLS.STAEOTLER,ING. 


NEW YORK,N.-Y. 


53-55 WORTH STREET 
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velopment team. He can visualize the entire ppy 
ect much more objectively and is able to coopergy 
much more efficiently with the engineers concen, 
ing the ultimate appearance of the item and tj) iam 
features which will accelerate merchandising, »} im 
the product is completely or nearly frozen in m 
chanical form and function when the designe 
is called in, his scope of operation is limited to.) i 
large degree. Many costly hours of developmey| Him 
can be saved if the designer’s recommendation} fam 
are obtained at the beginning of the project anj 
carefully analyzed and weighed by executive map 
agement, and by the engineering and merchap. 
dising staffs. 

One of the first problems that arose in this pe 
conversion was the question of weight. The ma. 
chine had to be light enough to be carried wit 
ease in a traveling case, but not so light that jt 
would “walk” about the desk when in operation, | 
After considerable experimentation and cong. 
tation with Gray’s engineers, it was determine 
that a practical weight would be approximately 1¢ 
pounds. This reduction in weight had, of course 
to be accomplished according to desirable operat. | 
ing and maintenance characteristics, and with no | 
sacrifice of performance and appearance. 


Size and shape important ( 


Size and shape were also important factors. In 
this instance, the objective was to design a mit 
that was small, compact, and so shaped that it 
would conform with other desk equipment. Chang- 
ing the size and shape required, in turn, a com- 
plete reorganization of working parts. Here, 
again, it was necessary to work closely with the 
Gray engineers, particularly since these engineers 
had developed improvements which were to ke 
incorporated in the restyled model. Functional 
efficiency could not be sacrificed for the sake of 
a pleasing design. On the other hand, eye appeal 
was an important merchandising factor. Under 
the circumstances, compromise on either the engi- 
neering or the design would have been disastrous. 
There had to be complete “meeting of the minds” 
if the ultimate objective was to be realized. 


A decision made 


After many consultations it was finally decided 
to design a unit that was practically square i 
shape (954x95/16 inches) and only 61/4 inches 
high. The unit was divided into two parts. The 
top of the case was an aluminum casting; the 
bottom an aluminum stamping. To understand} , 
the effectiveness of this design, it is only neces: 
sary to compare the revised model (Fig. 2) with 
the war-time unit (Fig. 1). The cylinder and 
block design has been revised into an over-all ret 
tangular composition that is unobtrusive and, at 
the same time pleasing to the eye. 

(Continued on page 64) 


a ae i ee aC ee 4 ae a ; ‘ oe da 
em 
a i , 
a e F 
a 
& ; ; H Ij 
a grt fre gated 
a THE NEW 
mR et Sct 
— aa 
. . j \ | | | 
— Wy dtd yd | 
a : wee ee 
9 : \\\\ A ‘a it Hid} 
1 _. . ies 4B [| 
oi WAVY Tad Hl 
a am / \ i ¢ : | i . 
. o ‘ i la « | 
_ Rn | 
— \| an i 
oe 4 | \\) i : : Z 
: | \\ 1 ee 1 
. 5 WA Hf || 
ae | wet 
ee \\ 1} |} 
4 WARNE | 
- \ TG 
cr . \ Mk | 
mae 4 eee — 
a ——————— | | | a 
mA we i sees rene ener anansaemammamamsensecnecsectssaacass {| mRRRENNNNENREEITUR 
a ae ee emaeaintl TNE 
: rae ee era \ \ if | Se 
Be eae ee |} HT} YE < EE 
ee — az 
xa— amare 
ire ies i 
no eae ae wi 4 
; = a : : Ns = 
—— — | 7 
— ir cis 
wae Via RSs ae ~ af \b 4 
> 2 RR Pe DD OD UGE 
— eas: SE PRU ; 
> = ALL THE QUALITY THE MONEY WILL BUY”! 
. & —————— | 
- { 62: ee - <n 
sa & 
— a i an -. +. a 


. See SS 


oll gnd GlobeArt STEEL FILES 


nder 
. engi- The “Safeguard” System is sure protection against ‘‘Find-i-tis”*. Easy to install, easy 
e to operate—it requires no special training. Anybody can file and find accurately 
strous. with less than five minutes explanation. Gone are expensive, irritating mistakes in 
ninds” filing, delays in finding papers. 
For 1-, 2-, 3-, and 4-drawer letter size files, SAFEGUARD Outfits come ready- 


packaged, with directions for installation and use. Your G/W dealer will give you 

free consultation on larger installations or special problems. 
For complete satisfaction from your filing system 
lecided be sure you get the famous GlobeArt STEEL FILES, 
precision built for feather-touch operation. Place 


The Globe-Wernicke Co. | 
(Headquarters 4 Modern Office Engineering) 


I 
i { De OM-37, ‘ood 
i t. Norw 
are m ad now. The Globe-Wernicke Co., Norwood, ee te oe 
inches a a. Cole. | Please send the famous “‘Find-i-tis” book showing the easy way to accurate filing. 
. The “FREE me. 1-TIS’’ BOOK 
Name.... 
g; the The fh Pe —~y*> --hguel | 
rstand ie Send coupon J Address... 
*Inability to 
what has been filed. 


ernicke 


: Bookcases 
FILING EQUIPMENT AND SYSTEMS | - Stationers’ Supp 


~? 


ch, 147 | March, 1947 ; OFFICE MANAGEMENT AND EQUIPMENT 63 


“IMGURETHESE  =—«_—sow ad di 
| Sy f-TIS 
Dmer:} aaa eee » PA _ 
ation} jie i \er a hy H EADACH ES elaet: ¢ 
= a eS \ es », 0 *s 2 = — , Ra cag “| 
Re feo \E AE. La a 
nl | Asal Dey ae 
i £ ; | “sail — 
hat it! ever AB : ay a A te. oe se , nit 7 
ration, \ xe nag —- LO — a6 ; 
ons —— ae lO 
ely 16 ie 2] 3 —— A | tp | ‘ 
Ourse, ¢ 7 = 4 _ m+ ad A, 
sha eg 4q a ry >» aR le | : 
ey fora 
: 4 : eA + — . , wa e \ ae: ‘oe . :, we 
hat : Ee els Mi fon b. aee bs iw py oA \ aa ; | 
tae] ee INFOR A we a te ee . 
4 COM: OM WD emma 0 eg 8 ae cae 4 
——_ 8 — Pe és ee ./]. =e ) 
rineers ag rs * Aa “ Bett - sx bids > = Fs, Sse we Pee 
to be 
‘inl! Get relief with G/W SAFEGUARD FILING OUTFITS 
sud _— 
ee : 
aga : 
| 
| 
| 
| 
| 
| ge ee! 6 
a ail : aa "Visible Record Systems 4 
a Globo “W cae 
ae : en jase 
a ; 22 ’ — eee ll ee ll ee ee. : 


HOW 10 PUT 
YOUR 
VISITORS 
AT EASE! 


STURGIS POSTURE 
OFFICE GUEST CHAIRS 


Reception room waiting is a pleasure when 
visitors and guests sit in STURGIS Office 
Guest Chairs. They’re more comfortable 
because STURGIS three-way posture engi- 
neering of back, seat and arm rests assures 
relaxed, yet perfect posture control. You'll 
sell yourself the moment you sit in one! 


STURGIS STEEL POSTURE CHAIRS — 


DESIGNED AND BUILT BY SPECIALISTS 


The rectangular shape also provided Certain =a 
functional advantages. The top of the cage Was 
hinged and could be raised to permit easy acco 
to working parts (See Fig. 3). However, sing 
it was inadvisable to have anyone except skille 
repairmen handle adjustments, a special lock was 
devised to render the unit tamper-proof. 

The revised model] shown in Fig. 2 was not the 
final step. It had met all the objectives originally 
set forth, but each improvement would always 
suggest to the alert designer a further improye. 
ment. In this case, a functional improvement was 
instigated resulting, in turn, in a slight change of 
form. Examination of the first model (Fig, 2) 
shows that the progress of the recording was in. 
dicated by a pointer which moved across a sta. 
tionary scale. In the final model, which igs , 
change introduced by the Gray Manufacturing 
Company, the pointer is stationary and the index 
strip itself moves laterally to indicate the position 
of the recording stylus. To permit the free latera| He 
movement of the scale, the front corners of the 
top case were rounded off; then, so that the de 
sign may be uniform, the corners of the lower 
case were also rounded. This slight change, dic] In 
tated entirely by functional requirements, actu. 
ally provided a smooth flow of line and helped 
to improve the general appearance of the instry- = 
ment. 

This, in brief, is a story of how a war-time 
product was redesigned for a peace-time market 
It should be pointed out here, that the procedures 
used do not in any way constitute a formula 
Each design assignment is unique, and must it 
regarded on its own merits as a completely dif 
tinct problem and a separate challenge. 


Post-War Morale 


(Continued from page 34) 


encouraged rather than overlooked. One of thea 
ways in which to satisfy an employee that liam 
salary is fair and to insure satisfactory salary 
treatment is to have every job evaluated and thé 
granting of increases given under a standard 
salary plan and merit system. 

An employee likes to know that he has oppor 
tunities for advancement. Many people are will 
ing to start in low-priced jobs if they are col}. 
vinced that promotional opportunities exist. But uses 
it must also be demonstrated that the avenues of fete is 
advancement actually are open. When an em- [mat 
ployee leaves a company, the vacancy, if at 
possible, should be filled from within the orgal- 
ization and frequently this will permit promotion spillag 
for several different people. The employee should * 
fl dé 
otherwise the feeling of elation over advancement —'™" 
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National [\ffice Management (ssociation 


Annual Office Equipment Exhibit 


Headquarters °¢ 


Inquiries ° 


28th Annual International 
CONFERENCE 
* 


May 25-26-27-28, 1947 
Cincinnati, Ohio 
* 


Netherland-Plaza Hotel 
Exhibit and Conference Sessions ¢ Music Hall 


A. C. Spangler, 2118  Lincoln-Liberty Building, Philadelphia 7 
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New Capillary-Action 


tee 


Handi-Pen Desk Sets 


by Sengbusch 


-. with new inking principle — new writing ease — new beauty that 
ases everyone—new efficiency that meets most rigid office requirements 


Here is a desk set with unsurpassed per- 
vormance features, heretofore unknown 
f any inverted bottle type unit. It has 
ne style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
who have used the new Handi- 
pen desk set call it the writing cham- 
om. They like the smooth, effortless, 
“antaneous writing with fresh ink— 
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and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk 
work—give your workers the writing 
satisfaction they have always wanted. 
Order now from your stationer. 


OFFICE MANAGEMENT AND EQUIPMENT 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 


This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


Sengbusch Handi-pen desk sets are sup- 
plied in pleasing two-color combinations. 
Sets retail from $3.25 up. 


Sengbusch Self-Closing Inkstand Co. 


137 Sengbusch Bidg. 


Milwaukee 3, Wisconsin 
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Stocks of all Cesco loose leaf binders 
and business system forms are now com- 
plete and ready for speedy deliveries. 
There is no “ersatz” in any of these 
products — all are of the same high 
quality that has characterized our out- 
put for nearly half a century — war or 
no war! You can use with confidence 
and assurance of complete satisfaction. 
Consult us first concerning your needs for: 
Post Binders * Ring Books * Prong Binders 
Visible Binders * Transfer Binders 
Catalog and Advertising Covers 
Loose Leaf Business System Forms 


Specialized catalogs on these lines 
are yours for the asking 


Write for details 


THE C. E. SHEPPARD CO. 


44-09 Twenty-First Street © Long Island City 1, N. Y. 


‘Cesco 


BUSINESS “Quipysd” SYSTEMS 
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and change of work and responsibility is quig 
dispelled. 
Good working conditions contribute to empl, 
happiness. A well-planned office layout should pp, 
vide adequate space, proper lighting, attragty 
and comfortable furniture, and air conditionipd 
all physical factors which contribute to an » 
ployee’s contentment. A five-day week, vacatiy 
with pay, and overtime when only absolutely » 
quired are desirable factors. Women predop; 
nate in many offices now and attractive rest rogy, 
are essential. Most women smoke, and grantiy 
to women of the privilege to smoke wherever me 
have the privilege appeals to many women, 
There are many types of employee benefi 
which are conducive to building employee moral 
Many workers have constantly in their minds 
dread of old age without adequate financial p 
vision. A company that has a definite pensio 
plan which provides for income for an employ 
after retirement makes the company very at 
tractive in the eyes of an employee. The abilit 
to participate in hospitalization and group lif 
insurance plans is a desirable factor for th 
help to eliminate from the mind of the worke 
part of the fear of costly hospitalization, illnes| 
and such. Then there are many miscellaneous a 
tivities which are sponsored or given by a com 
pany which contribute to the employees’ welfare 


Also contribute to welfare 


These include company-sponsored social activ 
ities, sports contests, company clubs and outing 
self-development classes, company publication 
and recognition for long service. Most employee 
are proud of long years of service and are only 
too happy to sport a pin, a watch, or some othe 
symbol indicating long service. Some companie 
reward long service employees with an ext 
week’s vacation after a number of years. 

Proper induction methods go a long way towarl 
making a new employee happy and interested i 
his work. Almost every new employee has 
natural timidity and shyness when taking ove 
a new job. Everything is strange—the work, t 
people, the hours—just everything! A wel 
planned induction program can eliminate much ¢ 
this strangeness to the new employee. Maly 
companies have a definite routine whereby 4 ne¥ 
employee is introduced to his superiors and it 
mediate associates, is taken on a tour of the offic 
is acquainted with the location of lavatories, c0# 
rooms, lunch rooms, and various department 
The new employee receives a booklet which di 
cusses the history, policies, products, and plant 
of the company. The employee responds to thi 
sort of program and feels that he has becom 
associated with a fine company—and he become 
a better employee and makes fewer mistakes 
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ALL METAL 


COSTUMERS | 


+ 7 COSTUMERS - 
IMMEDIATE VsZ-* 
DELIVERY ? Coats a 


Model No. 50 
(Illustrated) 
“Revolv-it" Top 


6 Hooks —Hat Hook 
Dia. 18” 


Also available 
Model No. 60 
“Revolv-It" Top 


8 Hooks — Hat Hook 
Dia. 24” 


Model No. 40 
4 Hooks 


Overall Height 71” 


Smartly designed, all metal Costumers available in 
Chrome, Light Bronze and Dark Bronze. Also, a choice 
of Burgundy, Guinea Gray or Lustre Black Base with 
Chrome Tube and Top. The base and pole of all models 
are standard 18” diameter—71” high. Models #50 and #60 
have revolving tops with 6 and 8 hooks respectively. 
Model 240 is a straight 4 hook rack. 


Write today for prices! 


TOLEDO OFFICE 
EQUIPMENT CO. 


General Office and Warehouse 
214 Summit Street Toledo, Ohio 
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Take the WRITE Path 
for better looking letters 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That's why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons 
that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 
. . . better work. 


oe 
4 
kes 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. 


Immediate Deliveries 


Se geet 4 


WRITE. = 


pe 
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the beginning because of the induction program. 

It’s important to have the employee properly 
instructed in the duties and responsibilities of his 
position. It does not make much difference 
whether an employee is hired as a messenger to 
pick up and distribute mail or to handle accounts 
payable or to handle customers’ orders. In all 
cases, the employee has new duties to perform 
and the job is unfamiliar. There is the feeling 
of bewilderment and, in many cases, a fear—a 
fear that a mistake will be made that might lead 
to reprimand or even discharge. Too much should 
not be expected of the employee immediately, but 
some time should be allowed for orientation and 
adjustment. Then the employee should be care- 
fully instructed in part—not in all—of his duties 
and responsibilities. When this part has been 
mastered, then other parts should be explained 
until all the details have been covered. For some 
time the work of the new employee should be care- 
fully checked and supervised until the employee 
has demonstrated his ability to handle the job 
and that he knows all phases and understands 
them. All of this tends to build up an employee’s 
confidence; work is more accurate and there is 
less chance of the employee becoming discouraged 
over new and unfamiliar duties. 

Employees must be treated fairly and with 
justice in all cases. An employer should be ex- 


tremely reluctant to permit exceptions to ruly 
or to company policies. If an employee has, 
grievance, of course he should be given the oppor. 
tunity to talk to his superior and tell his story 
It is just as obvious that the supervisor shoul 
listen to the grievance with courtesy and with 
understanding and make a decision based up 
facts and without prejudice. The decision shoyjj 
be one that can be justified, either to another ep. 
ployee or to a superior higher up. 


Not impersonal objects 


All of the factors mentioned will contribute ty 
building morale. But if dependence is placed 
those factors alone to build office morale to the 
level wanted and expected, results will be dig 
appointing. To achieve these objectives your rey 
lations with your employees must be carried oq) 
in a spirit of friendliness, with warmth, with 
understanding, and with the recognition that your 
employees are human, are individuals, and not im 
personal objects like a piece of office equipment, 
Employees must be made to feel that employers} 
are interested in them and that. feeling of interes 
must be honest, sincere, and natural. It cannoth 
synthetic or artificial. It must really emanatg 
from the heart. That interest and recognition} 
of employees as individuals must be evidencal 
from the number one man of the company rigit 
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~ Your Generous Cooperation i is Appreciated 


; — have there sae times like these. Production and materials are on the increase . 
73 unprecedented! Old custbonae of Automatic naturally have first call. Perhaps your woquest ei 


with the ever-increasing tempo da r 
have the pleasure of renewing your 


Division of Spengler-Loomis Mfg. Co. 


58 E. Washington St., Chicago 2 : 
90 
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DOWNTOWN 
CHICAGO 


\ 1220 W. VAN BUREN ST. 


1220 


WEST VAN BUREN STREET 


Now that we’re in our new home 1220 W. Van Buren 
St, we cordially invite you to drop in and see us. 


|We're mighty proud of our new quarters—we’re occupy- 
ling the first two floors of the building. Something new 
has been added too in this location. We think you'll 
enjoy its facilities, and when visiting Chicago you'll 
find a wapm welcome at 1220 W. Van Buren St. 


DROP IN AND SEE US SOON 


Established 1921 Guana 
nis | 


ein 


ae 
Manufacturers of Filing Supplies 
2 W. Van Buren St. Chicago 7, 
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~ MAS , \ 
DUPLISTICKERS © 

* TRADE MARK 
Eureka gummed labels and seals add rocket speed to your 
direct mail programs. Eliminate costly stencils or other in- 
flexible methods of addressing! Save time, labor and money 
whether you use spot mailings, repeat lists, lists requiring 
frequent changes, or small select lists! Order these economical 


Eureka mailing items now from your regular supplier, or 
write direct. 


DUPLISTICKERS for duplicate mailings to 


a small list. No. 69. Gummed, perforated, 
letter-size sheets—provide for sharp dup- 
lication of addressings, with as many as 
3 carbons, in one operation. Package con- 
tains 825 stickers in 25 sheets of 33 each 
—enough for 4 mailings to 206 prospects. 
Colors, packed solid: Pink, Blue, Green, 
Canary or White. 50¢ per pkg. 


ENCLOSURE SEALS Gummed seals that go on in a twinkling and 
stay on—for tipping postcards, sealing circulars, fastening 
samples, etc. More seals for your money plus a choice of 3 
sizes of round, white, die-cut seals—packed 1,000 to the box. 


No. 705—%/,” diameter oe a ee 
40¢ per box ; f : 

No. 706—1” diameter 
40¢ per box 

No. 707—1'/,” diameter 
40¢ per box 


COMMERCIAL STATIONERS—NOTE! |e Y2 ACTUAL uize 
: BEURE) \ - 


SPECIALTY PRINTING CO. 


Big users of these popular Eureka 
mailing items are: large manvfactur- 
ers, retailers, advertising agencies, 
addressing firms, etc. Write now 


for dealer discounts. Stationery Division, Dept. 


Scranton, Penna. 
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"while I'm around 
with my Strong smooth 
\sad to help vou writé 
quickly, effortlessly a 
script thot slays 
ckan and. legible. 


‘And Says MTT 
bet my plastic hat 
you ll agree the 
modern ,€0.S4 writing 
fool is 
DIXON 
Lkconderoga, 
‘The famous pencil with 
green and yellow plastips” 


Joseph Dixon Crucible Co., Dept. 87-J3, Jersey City 3, N. J. 
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down to the lowest ranking supervisor. Yes, 
must go even further than that: the feeling mug SAVE 
exist between employees of equal rank and it wi 

if the brass hats, the department heads, and § TIME 
supervisors set the example. a 

In a study on the subject of employee relationgiimmend 
eminent psychologists learned that employees apg 
interested first in recognition, second in justicg 
third in wages. The interesting point here is tha 
a group of employers were asked to list thegg 
things in the order that they thought was impop 
tant to the employee, and the large majority gf 
employers said “wages” first. There is plainkiam 
indicated here a lack of understanding of emi WI 
ployee psychology. 

How can recognition and interest in employees Ze) 
be indicated? Here are some examples: 

Let’s start with the interview for employment, | 
which usually is the first contact that an employee 
has with a company. First impressions go a long | 
way. A courteous, friendly interview in which \ 
the applicant for a position is put at ease, is made \ 
to feel that the company would like to employ him, 
and in which the candidate learns something | 
about the company just as the company learns | 
something about him will pay dividends. 


Must learn details of job 


For example, an interview should not be one 
sided. Of course the interviewer should learn as | 
much as possible about an applicant, but it is just 
as proper for the prospective employee to learn 
the details of the job for which he is applying, 
the opportunities for advancement and security, 
the salary, hours of work, and other data. It 
should not be left to the applicant to ask for this— 
it is the interviewer’s responsibility to tell it. An 
applicant who leaves an interview with a feeling fopy for 
that he has been treated courteously and has 5 avail 
been told about the company will always havea 
friendly feeling for the company and probably } Empl 
want to work for it. Impor 

‘An employee must have a real interest in and | Wet 
liking for his job. There are many psychological | mork 
tests to learn the true interests of individuals, but } oe 
since these must be administered by an expert 
their general use is limited. But common-sense . 


observations will tell if a man likes his work or 
is interested in it and a man who is interested 
will do a far better job than the man who is 
lackadaisical or dislikes his work. How do you 
determine if you have a square peg in a round 
hole? It is relatively easy. All you have to do 
is to gain the confidence of your employees, show 
an interest in them, talk to them about their work, 
their likes and their dislikes, and you will find out 
what it is that an employee has a liking for. Thet, 
when the opportunity presents itself, give the em 
ployee a chance to change to work in which he is 
really interested. (Continued on page 72 
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Be vp MONEY BY SAVING TIME— SAVE 
Ae ME BY ELIMINATING WASTE MOTION 


GET WATTS GOV'T APPROVED 


=20 


 WTHHOLDING STATEMENTS 
oyees 10) ‘4 


ment, } 
loyee 


10,4 lau 
oa 


EASY TO USE SNAP-APART STYLE 


With a Watts Snap-Aport Style W-2 Form you save 20 
p HY, of your typists’ time. Eliminate the tedious, time- 
ing task of collating 4 or more Forms with 3 or 
carbons. Eliminate repetitious typing of the em- 
'sname, address and S.S. number on each set of 
Use Watts Snap-Apart Style W-2 Withholding 
ments which come already imprinted with employer's 
, address and S.S. number and are interleaved with 
Just one typing operation, then snap out all the 
copies and you have: 2 copies for employee, | 
py for Government, | copy for your files (and fifth copy 
available for State & City returns if required). 


EXCLUSIVE WATTS FEATURES 
bably } Employee's two copies are held together by special stub 
Important information and instructions are printed in red 


) Watts opaque specially designed window envelopes — 
morked "Strictly Confidential" and printed corner card 
are also available at low cost 


NO INCREASE IN PRICES 


sense Regular 4-Pari Set 
rk ot |, A FREE SAMPLE pam 
costed MILL CONVINCE YOU! | 100 sets $9.10 1000 sets @ $23.00 
“s" | SEND FOR YOURS 600 sets 18.10 5000 sets 17.50 
ho is TODAY! 800 sets 20.80 10000 sets @ 16.00 
0 you Larger quantities — lower prices 
round STATIONERS: WRITE TODAY FOR TRADE 
DISCOUNT, SAMPLES AND DIRECT-MAIL 
to do LITERATURE ror CIRCULARIZING YOUR 


CUSTOMERS. 


show 

work, ALFRED ALLEN 
Th WATTS 
os SINCE 1897 

he is COMPANY, INC. 
ye 12 | 216-8 William Street, New York 7, N. Y. 
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Purchasing Agents @ Office Buyers 
NS 1""YJ¥7_ YOUR ATTENTION 


um, SAVE 


Rope Seuy 
MONEY (Your duplicating 


costs can be minimized by 
direct buying). 


TIME (Your procurement 
headaches can be relieved 
by purchasing from this one 
source of supply). 


LABOR (Your copy-repro- 
duction problems can be 
solved by having your opera- 
-_ with quality mate- 
rial). 


ly RECORD CARBONS 5 | 
‘ a. — A COMPLETE LINE 
OF SUPPLIES 

@ Typewriter Ribbons ° 

@ Typewriter Carbons 

fey Ae FLUID DUPLICATOR 

e Type and Platen DIRECT PROCESS SUPPSIES 

@ Cleaner. | a 
® Alco Ribbons 
e “ Carbons 
e “ Units 
e “ Fluids 

Whit e “ Original Papers 
° — — gis e “ Run Papers 
light i * Copyinx Hand Cleaner 

© Stencilrite Sheets GELATIN 

© Stencil Typing Plates SUPPLIES . 

© Stencil Inks aa a 

® Correction Fluid © Gelatin Rolls 

® Stencilrun Papers © Gelatin Films 

© Writing Plates ® Hecto Ribbons 

© Styli © Hecto Carbons 

© Lettering Guides © Copyinx Hand Cleaner 

© Shading Screens ® Original Master Paper 

© Copyscopes © Fastbrite (Coated) 

* Stencil Filing Cabinets copy papers 
© Recordrun papers 


Special Offer to Inquiries 
The many “processes” of duplication and the degree 
to which they may be employed prevent our making 
an offer without solicitation (from you). Let us 
know the process and extent of your duplication 
work and we will submit an offer that cannot be 


| equalled by any other supplier. J 


COPY PAPERS Inc. 


700 WEST LAKE ST... . CHICAGO 6, ILL. 


“Bo It Right with Copybrite” 
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Offices in All Principal Cities 
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Be SHARP! 


turn to BOSTON 
for Quality 


Today’s economy will not tolerate 
less than maximum results from 
manpower and machines. It’s look 
sharp, be sharp for efficiency and 
economy. That calls for BOSTONS 
at every spot that will keep the 
organization in sharp pencils at 
all times. A good point to remem- 
ber. The sturdy quality and engi- 
neered precision of BOSTONS 
are famous. War years, when re- 
placements were practically im- 
possible, proved the superiority 
and amazing stability of BOS- 
TONS under excessively and con- 
tinuously hard service. Back orders 
are being filled—America has 
sharper pencils than for many 
years. 


BOSTON 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN COMPANY 


CAMDEN, N. J. 
SPEEDBALL PENS HUNT PENS 
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Increases theoretically are given for one of 
reasons: promotion to a better job or on 4 
basis of merit. In either case the giving of 4 
increase presents an excellent opportunity to tj 
to an employee, to learn something about the @ 
ployee as an individual, to inquire about his w 
and last but not least to commend an employee. 
supervisor who is content with letting an 
ployee learn of the increase by getting a printy 
slip in the pay envelope is overlooking a sure bel 
How much better it is to call an employee jny 
your office, have a friendly chat, inquire about}; 
work and then present the slip with a few we 
chosen words to express appreciation of gq 
service rendered. 

Get to know your employees as individuals, } 
does not take much effort to learn names of ep 
ployees and to learn something about each one 
Then, when you meet employees in elevators, hall! 
ways, or other places, be friendly. Call an ey 
ployee by name and mention something about hj 
life which you know and which is of interest 
him. Before making a trip to another office, p 
pare a list of the people in the office to be visitaj! 
Make a point of talking to all these employes, 
calling them by name, and asking about familie 
hobbies, or other details which you have learnej 
about through previous visits. 


Encourage, Praise Them 


Take every opportunity possible to enco 
and praise your employees. Naturally, peopk 
like to be complimented on their work and a smarj 
supervisor will find or make many opportunitig 
to bestow a word of praise. It stimulates go 
performance, too. Recently some psychologist 
took a group of students, all doing about the sam 
quality of work. They told one third that the 
had been doing excellent work; another third th 
their work was awful; the last third was ignore 
Results were quite interesting. The group t 
had been praised improved a hundred per cet 
The group that had been scolded improved abou 
twenty per cent, and the group that was ignore 
did not improve at all. Try this approach som 
time and see how a person’s face will light y 
when you say something complimentary, evé 
though it is only a simple statement such # 
“Thanks a lot. That’s a nice looking job and yu 
have finished it earlier than I expected.” 

It would be nice if employees did not make mi 
takes, but the age of miracles has not arrived yé 
so we must continue to expect errors. But 
method and manner of correction is importal 


An employee does not make mistakes deliberate 
and he probably feels just as badly if not wry] ) 
than anybody else if a mistake is found. But@| 9 
not berate or reprimand an employee in front ¢ 
a third person. It is humiliating and embarre 
sing. If you must criticize, take the employ “— 
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Buy 
Titional 
Prscils 


WE GIVE YOU 
SERVICE 


Plas 
Quality 


A Complete Line Is Available 
3% COLORED PENCILS 


BD NATAOMANTENFNRS:, 223°NS2° | 


at 


‘Cedar-Kin 


—_ 


*% THICK LEAD 


*% THIN LEAD CRAYON 
AND INDELIBLE 


% COPYING AND 
MANY OTHER TYPES 


* Try them at our expense. 
Send your name and ad- 
dress for FREE sample. 


NATIONAL PENCIL COMPANY 
220 FIFTH AVENUE « NEW YORK, N. Y. 
SHELBYVILLE ¢ TENN. 


When typing noise 
and shock make you MAD 


every typewriter 


and you'll feel HAPPY 


asa XK Tp y 


KIL-KLATTER does wonders for typing ease, 
cuts down noise, makes typewriters softer to the touch. 
Made of famous OZITE All-Hair Felt 
(lasts forever) with treated top to 
keep machine legs from digging in 
and slip-proof bottom to prevent 
skidding. Fits all typewriters and 
many other business machines. 


AMERICAN HAIR & FELT COMPANY 


The Merchandise Mart, Chicago 54, Ill. 


KIL RLATTER * 


THE SCIENTIFIC TYPEWRITER PAD 
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HARD TO FIND PLASTIC 
DRAWING an RULING DEVICES 


__ inflammable plot 
— riv ( 


euaemant PROTRAC’ 
Also is a center finder, 
a right angle, and a 

An . is 1s e o ‘ 


Plus a complete line of other 


quality drawing, ruling and 
computing devices. 
SEND FOR NEW CATALOG 


RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS + STERCILS « PROTRACTORS « + OTHER devices 


oe: a7 


TN Kale Onpany 


HART F.OR 8 2s 2 ee 


aside where no one can overhear you. In talking 
to an employee about an error, do not blame him 
entirely—it may be your fault. Perhaps the em. 
ployee was not told or a routine was not explained 
properly or followed up, so that the employee js 
quite innocent and only indirectly responsible, 
The best approach is to point out what was wrong 
and why, and do it in a pleasant, courteous way, 
Make sure that the employee fully understands 
what should be done and the same mistake prob. 
ably will not happen again. And, in the meap- 
time, you have won the respect and good will of 
an employee. 


Treat employees with tolerance 


Treat your employees with tolerance and with 
patience and do not act hastily or in temper if 
something goes wrong. Someone has said “every. 
one is entitled to make one mistake.” When you 
find an employee who has made a mistake of one 
kind or another, do not liquidate him but try to 
give him another chance—unless his offense is s0 
great that harsh measures are in order. If you 
do treat the more serious mistakes of an employee 
with the same tact, understanding, and tolerance 
that you would use in dealing with one of your 
own children, you will make many a friend for 
yourself and for your company. 

For example, an employee of a certain compar 
received a medical discharge from the arn 
forces and returned to his old job. He was und 
consideration for a supervisor’s position but 
talking with fellow employees it was learned th 


this man had mannerisms that were resented. | 


He was inclined to be curt, arbitrary, and critical, 
with little tolerance for minor mistakes and he 
seldom praised good work. Obviously such man- 
nerisms would make his appointment as-a super- 
visor of doubtful wisdom. A frank discussion 
with the employee laid all the cards on the table. 


He was quite amazed—he had no realization of | 


his irritating ways and he promised he would 
overcome them. However, his colleagues were not 
convinced that he could or would reform, and his 
promotion was deferred. Fortunately, a similar 
opening developed in another office and the em- 
ployee was transferred there where he was 4 
stranger to the other employees. Now he has 
overcome his mannerisms and is well on the way 
to becoming a successful supervisor. 


Personal lelters may be used 

Letters may be used extensively for building 
morale. Most letters are too impersonal, too 
stereotyped, too often a collection of words on & 
piece of paper with no warmth or feeling in them. 
I do not like such letters and they have no place 
in my philosophy. I like a letter that is personal, 
has some warmth and character to it, and which 
resembles the spoken word as much as possible. 
It is not always practical to write sueh a letter 
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The "CROWN" line of 
daters and numberers 
have earned themselves 
| the reputation as the 
a%:i best. Constructed of 
ey 6unickel plated steel 
fe. 1 Hy rol 


rames ls 

and deep moulded 

bands can truly be called 

“BUILDERS OF GOOD 
WILL" 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
a Trade 


» WE PRIDE OURSELVES ON MAINTAINING 

i THE REPUTATION OF HAVING THE MOST 

_ © “COMPLETE LINE" OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The "STAR" brand of 
daters and numberers, 
An inexpensive but serv- 
iceable group-of stamps 
possessing the same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and num 


| strong smooth 
Ur rae 


"| leave such a 
distinct mark in the 
sales slip world 


that carbons never 
Me me. 


leave any 
number of aoe 4 

fo- read, cop igs, 
fis 


plastic 


"The famous pencil with \, 
green and yellow plastips” 


RASISWAPT 
& COMPANY, inc. 


80 DUANE?ST. NEW YORK 7,N.Y. 
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FOR 
LITTLE 
GIRLS 
but not for 
CARBON PAPER 
that's why good typists 
choose 
KEEN-RITE 
and 
SUPER-TREATED 
. 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented “Carbon Gripper" x! 

in every box of Codo Super-Treated,  S 

Super Kote and Keen Rite. SS 
= ff 


529 South sncemaalaca, a § 270 Lafayette | se 
Chicago New York 


Factory: Coracpelis, Pa. 
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but there are many times that it is and this ap. 
plies to inter-company mail just as much as to 
correspondence with customers. If letters are 
written in a natural manner, just as you would 
talk, with a casual humorous phrase or expres. 
sion, the effect upon the receiver will be much 
better. Pattern your letters after your speech— 
that is, if your speech is phrased properly—and 
ask for things, don’t demand them. Thank people 
for doing things and temper your criticism. Your 
letter-writing under such conditions will pay divi- 
dends in morale. 


Cost of Living 


(Continued from page 36) 

An employee of a progressive mid-western com- 
pany summed up this whole situation when he 
said to me—“I would like to receive just one merit 
increase which indicated that the company recog- 
nizes and rewards my own personal merit.” The 
company in question has been most generous in 
granting raises and adjustments—all were of the 
blanket adjustment type. The employee in ques- 
tion is no more appreciative of the increases than 
he would have been over receiving money ina 
contest where all the contestants won prizes re 
gardless of the scores. This company has com- 
pletely missed the boat in their lavishness of effort 
to do a real job. We have belabored the point a 
little, but to us it’s the whole point in distinguish- 
ing between and treating separately blanket ad- 
justments and merit increases. 

The third and last level of the salary is the so- 
called profit level. There is no general acceptance 
of this third level which is dependent upon profits, 
Every salary which is paid is based upon three 
opinions or estimates. One opinion deals with 
the value of the job. One opinion deals with the 
level of anticipated production. One opinion deals 
with anticipated profits which permit the payment 
of any wage or salary. 

If the value of the job changes, the base rate 
is changed. (Base rates change for other reasons 
as we have previously pointed out). If the in- 
dividual incumbent produces more than was origi- 
nally anticipated, he has increased .the value of 
the job, hence he earns an incentive wage or re 
ceives (ultimately) a merit increase. Now for 
the last item—if the profits turn out to be satis- 
factorily higher than were anticipated, the in- 
cumbents (group activity) could have been paid 
more money had it been known for sure that 
profits would be higher. But the level of profits 


are not known in advance, they are only forecast, 
hence rates are established in keeping with the 
estimated profits. The profit rate, therefore, is 4 
one-time distribution of a bonus, paid to all em- 
ployees on a definite formula basis, after profits 
Every year sees an 
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- For faster turnover and 


MAKES QUALITY DESK PADS 
AND HELPS YOU BUY. ‘EM! 


AICO DESK PAD 
DEMONSTRATOR 


for dressed up efficiency 


profits, display your AICO 

pads on a handsome 
Desk Pad Demonstrator. The rich design and finish 
make an attractive background for the high quality 
standard desk pads that AICO has consistently pro- 
duced. 


AICO Desk Pads Available 
Varied sizes and styles 


201—Decorated corners on a stiff base. Smart-cconomical. 
211—Goki Tooled Florentine leather corners add rich warmth. 
220—Hich crude wool felt base for flexibility and wear. 
230—Two-toned Florentine leather corners—gold tooled. 
260—Decorated corners on a Linoleum base. 
270—Gold tooled end panels. Linoleum center and felt back. 
Florentine leather panels with handsome gold tooling. 
282—Two-toned Florentine leather panels, gold tooled. 


New 
Catalog 
Complete 

Information 
-and Prices 


New 
Phone book 


covers also N 
available. 


Eastern Distributor: 


AIGNER INDEX COMPANY 

97 Reade St., New York 7, N. Y. 
New Permanent Sales Room: 

ELMER KRUMWIEDE & ASSOCIATES 

336 S. Jefferson St., Chicago 6, Ill. 


AY E N G QUALITY 


PROTECTS YOUR REPUTATION 


SP PRODUCTS |*ast ssc) 


Gs e CELLULOSE SPECIALTIES 
A “gue PROTECTIVE HOLDERS 
503 S. JEFFERSON ST., CHICAGO 7, ILLINOIS. 


WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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Style, finish, and appearance are not the sum 
total of a good office chair’s quality features. It 
is the hidden values supplied by SENG Action 
Controls which assure the all-around customer 
satisfaction. The SENG Action Controls on the 
office chairs you buy provide these profitable plus 
values: 


®* LOW FULCRUM — Gives a 
smoother, more comfortable tilt- 
ing action. 


® BALANCED TILTING—Correctly 
designed and placed for chair 
balance. This eliminates the 
danger of upsetting. 


® INSTANT RESPONSE to every 
body movement. 


® COMFORT — resulting from 
scientifically correct design. 


® LONG, TROUBLE-FREE SERV- 
ICE — minimum repair expense. 


FOR THESE REASONS, a wise customer will 
insist upon SENG Chair Action Controls on every 


office chair he buys. 


DUI costae 


1450 N. Dayton Street + Chicago 22, Illinois 


SENG QUALITY PROTECTS YOUR REPUTATION 
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BUY the NEW. 


drafting pencil 
that 
_WON’T BREAK LEADS 


FAVORITE OF: 
architects 
engineers 
draftsmen 
artists 
students 


i / 

7 The Exvasticnuck PEencit 
is a highly polished, stream- 
lined instrument that holds 
full-length drafting leads of 
all degrees of and 
colors. 

A rubber chuck inside the 
nose grips the lead and “cush- 
ions” it when pencil is tight- 
ened preventing unnecessary 
lead-breakage and slippage! 

The hardened, knurled, 
steel nose cannot be damaged 

’ when sharpening leads against 

a file or sandpaper pad. 

The barrel is tapered for 
ect balance — a roll-stop 
utton prevents pencil from 
rolling off inclined surfaces. 

An indexed tip identifies the 

lead in the pencil. 

Single-end Elastichuck 

. Pencils sell for $1.25; Double- 
end, $1.75. They are being ad- 
vertised nationally to drafts- 
men, architects, engineers, 
artists, students and others. 

_ Elastichuck Pencils are avail- 
'. able for immediate delivery. 

Manéfgctured by Winslow 
Product Engineering Corp., 5721 
Avalon Bivd., Los Angeles 11, 
Calif. Write for catalog or con- 
tact your nearest distributor: 


ELASTICHUCK DISTRIBUTORS: 


Eugene Dietzgen Co.; The Frederick Post Co.; Dieterich- 
Post Co.; The A. Lietz Co.; Salt Lake City Blueprint & 
Supply Co.; A. Owen Holliday; David White Co.; Craig 
. Movie Supply Co. 
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increasing number of companies using the year. 
end bonus plan. Just read the financial pages 
around November, December, and January and it 
will be seen that this statement is accurate, 


Problem of Future Adjustments 


There is one problem on the minds of thoge 
who have to deal with salary administration, 
That problem deals with future adjustments, par. 
ticularly the time (indefinite) when downward 
adjustments may have to be made. Downward 
revisions, as most executives know, are difficult 
to execute. 

One of the advantages of the cost of living ad- 
justments, provided the purposes of the adjust. 
ments are understood, is that they are temporary 
(or should be). Usually cost of living adjust. 
ments cover a definite period such as two or three 
months. One company extended the cost of living 
adjustment “until further notice.” Again the 
point we make is that these adjustments are not 
a permanent addition to the salary rate and can 
be discontinued when the necessity has passed. 
Another company used what we call a very effec 
tive precaution in paying their adjusted compen- 
sation. Separate checks were made for the cost 
of living payment. This added to the payroll 
detail work, but it did prevent the employees from 
assuming that the payments Would become a per- 
manent part of their paychecks. 


A Definite Plan 


Any discussion of salary administration should 
end with tangible suggestions for the handling 
of such problems as arise in the administration. 
No plan, regardless of how comprehensive and 
sound it may be, will apply in total to-all com- 
panies and to all situations. Obviously, modifica- 
tions must be made; however, from the stand- 
points of good business, sound economics and 
broad personnel philosophies, the following out- 
line of activities is offered: 

1. Simplification of and reduction in the number 
of job titles. 

2. Establishment of job specifications. 

3. Differentiation between variations in job 
specifications for the same occupational classes 
ean be handled by the establishment of job 
grades. Examples: Stenographer—Grade 3, 
Grade 2, Grade 1; Typist—Grade 3, Grade 2, 
Grade 1. 

4. Comparison and evaluation of all jobs. 

5. Merit rating of all employees periodically 0 
as to be able to develop the desirability of 
merit pay increases. 

6. Development of a promotional plan for in- 
ternal development of personnel. . 
(a) Work through supervisory personnel. 
(b) Train supervisors as well as employees. 
(c) Upgrade and promote employees rather 
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medi Record 


OF QUALITY 


PRODUCTS 


e DESK PADS 
e@ worK CLASSIFIERS 
@ SCRAP BOOKS 
e PHOTO ALBUMS 
e ACETATE ALBUMS 
@ ACETATE VISIBLE ALBUMS 
@ INSURANCE WALLETS 
e@ DESK CALENDARS 
@ IND-x-CARD VISIBLE 


Available in the ag 
Write f priced and deluxe " 
le tor 
descriptive 
Catalogue 
ond 
Dealer's 


discounts x | 
Redi- Kecord Vroducts Co. 


| FIFTH AVENUE NEW YORK 16, N. 


MACO ““PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips. 
straight or die cut —in various shapes and sizes. 
concssconccnsonst | Stocked in white, with printed blue borders, 
1M labels to roll, individually packed in 
a glassine bag and attractive box. 


No. Size 

IL eeeeoeeeeeeeeee 5/e in. x 3 in. 
as. |. * 
Be cecceceeessce BEE 
C—O = ~ £ 


SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS * LABELS * TICKETS 


111 W. 19th STREET © WAtkins 9-0357 © NEW YORK 11, N.Y. 
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ARMA GEM Clips  °FFICES « ,pisa NO-SLIP CLIPS 
ARMA SNAGPROOF 


oes! Curted Ends 
Use WI Met 
Films, 
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ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 

Y STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


7] 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 
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LETTERING GUIDES 


FINE TOOLS MEAN FINE WORK 


Improved stencil cutting and fine lettering for artistic 
display work calls for fine instruments. Heyer Quality 
Styli meet every demand; 18 styles of points, well 
balanced plastic handles. Also Lettering Guides in 
popular type faces and sizes. _.—-- <«~ 


Write for — Catalog 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO 7, ILL. 
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ial See = ee 
The RIGHT pencil for the RIGHT job 


“ KOH-I-NOOR PENCIL COMPANY, INC., BLOOMSBURY, NEW JERSEY 


LOOSE 
LEAF 


Ticket Punch 
Users say — 


“Beautifully balanced” 


“Never tires the hand” 
“Cuts clean and neat” 
“So little effort required” 


And it’s BERNARD quality 
| through and through — the 
kind of dependable office tool that 
speeds work. 


For complete catalogue 
of BERNARD stationery tools address 


WM. SCHOLLHORN COMPANY 
3003 CHAPEL ST., NEW HAVEN 9, CONN. 
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than hire on the outside. 
lowest possible level. 

7. Take care of temporary adjustments in bagie } 
rates by applying cost-of-living adjustment 
equally to all employees. Make these pay. 
ments separately to the employees rather thap 
include them in the regular pay checks— 
monthly or even bi-monthly payments ar §&4 
satisfactory. 

8. Grant merit increases individually and only 
when performance, attitude and conduct war. 
rant such adjustments. Do not co-mingle 
merit increases with adjustments to basic 
rates. 

9. Make the salary administration program as 

definite as possible so that the employees wij 

understand the policies and plans. 

Develop institutional advertising. It is as | 

important to sell your company to the em. 

ployees (and applicants) as it is to sell your 
products to the public. Actions give depth of 
meaning to words. 


Hire at th 


10. 


Chicago Seminar 
(Continued from page 40) 


wherein a particular management will spend 
thousands of dollars on a campaign to fight the 
very threat of unionization, while on its desk ig 
a pile of rejected requests for expenditures for 
facilities improvements, training and salary ad 
ministration programs, principally designed for 
employees development and welfare, ready to be 
returned to the personnel director or some in- 
dividual similarly charged with this responsi- 
bility.” 


Pointing out that white-collar workers for the | y ou 
most part are reluctant to turn to the unions for | p 
leadership, he urged management to adopt an = 
“intelligent program of employee selection and | \bs= 
placement testing (malcontents and misfits, usual So 
sources of trouble, can be avoided); set up a | point 
properly administrated job evaluation plan; de < 
velop sound promotional opportunities; encourage | post 
congeniality in the working group; and keep em- _ 
ployees informed.” » 

R. H. Landes, director of the wage practice di- } pai 
vision, Western Electric Co., Hawthorne Works, § 
had as the subject of his talk, “Job Evaluation,” : 
and in it sought to show that job evaluation can be f ~ 
used as an important tool of management in its 
attempt to treat its employees fairly. " 

“Job evaluation,” he said, “is a process of grad- s 


ing the jobs in an organization into different work 
levels.” The relative size and importance of each im 
job, he continued, is determined by a point scoring aay 
plan based on the attributes of the average workerm™ 
and the conditions under which the work is doné 
These attributes which receive consideration 
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board. 


nos the rubber platens of all business 
shines. New gripping surface 
nrties file folders, envelopes, etc., 
ough, holds them straight. 

PTONIC actually flushes away ink, 
aser dust, office grime from metal 


j rubber type, then disappears 


ely. 
sth ROLTONIC and TYPTONIC are 
ode to the same high quality as 


Capacity, 5 Ibs. by 
: om. Computes 


for air mail, 
ei first class mail and 
t an merchandise up to 4 


to use, simply 

- pong ht matter on 
isual the platform and 
pointer automatically 
indicates the correct 
; de weight and amount of 


rage | postage — 


Accurate an 
| List $8.50 
di SPECIFICATIONS 
 di- : 64" di . glass 
a fed and black 
rks, on white, red for 
on ” postage, black for 
, ’ 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. 
off. Needed on every desk and drawing, 


tompanion products needed in every 
fice. ROLTONIC cleans and gently 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST.,- HAVERHILL, MASS. 


Excess rubs 


All three products are 
Non-inflammable, Non- 
Poisonous, Harmless to 
skin and clothing. 


erchandise up to 50 
rad- ied a zones. 
‘al 8” diameter. Plat- 
i form 7” square. Overall 
2ach dimensions 8” x 7¥a" = 
ai . : 10”, Weight racked 9 Ibs. 
> HANSON ~~ List $10.00 


bei «= SCALE CO, 


one. 
tion 


1947 1947 


PARCEL 
@ Capacity 50 Ibs. by 1 


525 North Ada Street, Chicago 22, Ilinois. 
. \ 


No, 1515 
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ie - hy 


Wire-O bound and loose-leaf, in pocket and 
desk sizes, these handsome address and tele- 
phone books include genuine gold stamped 
tabs which assure long life and lasting satis- 
faction. 


Order now for immediate delivery 


oO 
Nascon Sales Corporation 
60°E. 42nd Street New York 17, N. Y. 


‘oe 


LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 
For over a quarter of a century 
Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for. 
every office and industrial use. 
Competitive in price and quality, 
Daco supplies are regular busi- 
ness builders. 

Write Dept. G for information 
or quotations. 


aA 


 & INDEX Co. 


Boston, Mass. 


DACO CARD 


9 Federal Court 


at thelll Slicking Pretty / A NN ee 
a +t NASCON ADDRESS BOOKS «=i 
‘ments Aen | | 
> Day. Bret qv \ cone Se ee : 
r than ‘\ Ww €% , Selene oa Pi ose Sar aed a = 
acks— } ri 
Ss 4 rot a 
I only  . 2 et ; : 
War. ess = 8 ek oe ee | 
ningle ‘ a — - = tia ey | 
p a _ i S a 
iM as B he gout gesto® Tre : aR <= ey 
ss SF ‘+10, am iG : i oh =—\ F 
mS BX | SS | 
18 as Ail WAIN E. —_ <a | 
> em: H Fj ; | 
your f i | _ ) a 
th of i | 7 
| Le uy 
_ a 
| 
RIPPIT. q 
spend ES : 
t the oe | 
sk is ; EY SE A 
3 for ; 
y ade vs pees ————————— 
f HANSON POSTAL fm 
to be > he Oh I NS WA 8 eo eam 2 ~ F ; 
7 SCALES 98204 eae Se 4 
ONS! | yo. 1509 lillustrated) _ » for eve . yp pur KOS Pie ne } ’ 
+ the qa == = CARRS os SY s 
ee => € GUIDES: A: SS = 
<q waa. = 
~My aes = \ ia ae | 
me / i \ | : 
n be ff Mettorm: 514” square. eee FP os 
, Dimensions: 612” x 612” ——— f Le . 
1 its | x94". —-. Slap . 
a > Sy =| 
\\ \e .<DACO> Bee j 
_ | Bila <maco> fo GF 
-"§ —E——e i : 
¢ - | . So EE d 
- “s = : 
ee 81 | 


ts lle ‘ 


. 4 


KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp and impres- 
‘sive looking correspondence. Expert stenog- 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


‘No Surface is fj 
too Slick 


Made in the 
following colors: 


-163-T Thin Black 
164-T White 

’* 165-T Crimson Red - 

166-T Brown 

167-T Light Blue 

168-T Blue 

168'4-T Midnight Blue * 

169-T Red 

169%-T Vermilion Red 

170-T Yellow 

171-T Green 

172-T Purple 

173-T Thick Black 


Tring > 


Dorr, @ 
CHINA MARKER > 


— S8fatsOe// PENCIL COMPANY, 


*Reg. U.S. Pat. Off 
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under Mr. Landes’ system, are skill, responsipjjj 
and job conditions. Other attributes which , 
used in establishing a grade for the position 
analytical ability, judgment, ingenuity, ang JALIT 
pression. 

Mr. Landes warned, however, that job ey, 
ation, while it is real help to the administrgy, 
is no cure-all for poor personnel policies, gem % 
other failures of management. ee 

At the final luncheon session of the semingilliai 
Dr. Franklyn Bliss Snyder, president of Noam 
western University, made a plea for the pregeryuues 
tion of individual initiative and personal libey Wu 
within the law. we 

“This will be a job of education, not only CIN 
college classrooms, but in business offices, sa} 
rooms, and factories as well,” said Dr. Snyder, | Time 


| 


Dr. Snyder stated that education was inde} | 
5 


to business for the substantial contributions 
tablishing higher education and for the sple 
guidance of business and professional men y 
serve on the various governing bodies of oe 
tional institutions throughout the country. 

The office management display received 
siderable attention from executives, who eving 
a great interest in the various exhibits, many HE 
which were new products shown for the first tim 
Twelve thousand persons went through the 
trance to the exhibit area in the first two day 


Cleveland Cost Accountants Conference 
Wages and Prices will be the theme of the Thi 
Regional Cleveland Cost Conference of the National 
ciation of Cost Accountants to be held at the Hotel 
April 12th. The following talks are scheduled. 


Relation of Wages and Prices, Dr. Donald R. G. 
Donald R. G. Cowan & Associates, Cleveland, Ohio; 
of Factory Labor Costs to Pricing Policies, Max M. 
assistant to the vice-president, in charge of overseas, 
dian, Dayton, and Household Appliance Divisions of 


General Motors Corp., Detroit; Relation of Distribution Tim 
Administrative Salaries to Pricing Policies, Harry E. : 
controller, UNRRA, Washington, D. C.; Reduction of Lag Still 
Costs Through Incentive, E. A. Gratton, controller and Qua 
sistant secretary-treasurer, Bundy Tubing Co., Detroit; 
Looking Behind the Figures, Charles J. Stilwell, presi sho: 


of the Warner & Swasey Co., Cleveland, Ohio. Th 
€ 


NOMA Scholarships the 


The educational committee of the New York 
of the National Office Management Association, under 
chairmanship of Dr. P. L. Agnew of New York Univers 
has prepared and distributed to its entire mem 
application blanks for the chapter’s seventh annual 
ship awards. The deadline for return of a 
March 8th. Tests open to employees of member firms 
be held on March 28th to determine the winners. 

Two scholarships will be given, entitling the winners # 
course in office management in the college or university 
their choice. They can begin the course either in July§ 
September, 1947. Judging will be on the basis of 
tests and personal interviews by the chapter educati# 
committee. 


1 


4 
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MeL LITY at the START @ ocr 
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: quality of workmanshi 
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“J ACCURACY at the FINISH 


=* witha 
CINCINNATI 
Time Recording 
System 


Cincinnati Time Recorders 
res you absolute accuracy in i 
ayroll records. There is no room for disputes or 
derstanding. Their long life, efficient service make 


a less expensive in the long run. 


Write us today. Dept. OM for full information. \ 


St Ht CINCINNATI TIME RECORDER CO. 


£ CINCINNATI 14, o. 


YOUR 


FU LTON Dater Business 
Says | mie, 


The mod capable Ne. 1 
Fulton roy pictured is ta 
one of a comp that 
you can sell fast in the mext 
several weeks. 


100 FIFTH AV.. NEW VORK CITY 10.N.¥. — 


> FACTORY AT ELIZABETH 1.N.5. ~ 


FULTON SPECIALTY C0. 


Times have changed but “ARTGUM” 
still comes to you UNCHANGED IN 
QUALITY, unaffected even by wartime 
shortages and production difficulties. 


There is no substitute for “ARTGUM” — 
the surface cleaner with a light touch. 


Insist on the original and standard 


THE ROSENTHAL CO. 


_| 45 EAST 17th STREET, NEW YORK 3, N. Y. 


1947 


They Mahe Tiles Tall! 


ALL FACTS 
INSTANTLY AVAILABLE 


COOK'S 


STAINLESS STEEL 
FILE SIGNALS 


these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless 
spring steel in 12 non-chipping 
colors. Will remain clean and 
bright under all conditions of 
dampness. Easy to attach, 
relocate, remove; always 
stay put. Types for all 
ng systems. Samples 
on request. 


THE H. C. COOK CO., ANSONIA, CONN. 
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-OFMICE VALET 


END ALL "WRAPS" 
PROBLEMS 


Valet Costumers and Racks keep 
clothing ‘‘in press,”’ aired on spaced 
hangers, and hats on ventilated 
shelves. Save floor space—accom- 
modate 3 persons per sq. ft. Fit 
in anywhere. Lifetime welded con- 
struction. 

Where lockers are needed for 
lunches, tools, aprons, etc., use 
PETERSON Locker Racks. 5 ft. x 
15 in. unit provides 12 persons with 
hangers, hat spaces and individual 
12 in. x 12 in. x 15 in. lock boxes, 
These combination units are widely 
used to double capacity of, or 
eliminate, locker rooms. Write for 
Bulletin U-4, 


4 


VOGEL-PETERSON CO. 
“The Coat Rack People” 
624 South Michigan Ave. Chicago 5, U. S. A. 


The THOMAS LIFETIME INK PAD 


IT’S ENTIRELY DIFFERENT! Guaranteed for a Lifetime! 

35,000 IMPRESSIONS ———— 

From Only ONE Filling! 
ONLY $2.00 


The Thomas Lifetime Ink Pad is entirely 
NEW in its cunstruction—a flexibie, 
rubter-besed pad with 138 ink wells 
that hold mure ink, and seal the ink is 
the pad until nerded. 

ink wells reicase ink at the SLIGHTEST 
TOUCH @ « cubber stamp. 
Capillary atiractive brings 
just cowugh ink wo the sur- 
face to give « clear, 
Uumpteusiva—every time! 


Send for Your Sample 
Pad Now 


TEN EYCK INDUSTRIES 


P. O. Box 4246 Evanston, Iilinols 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
Frompt shipment trom 
stock. Please specify re- 
quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 1 
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Kenedy Offices 


(Continued from page 42) 


making available at a glance complete dat, 4 
ing to each book in process of publication, 

Arranged for smooth functioning, the , 
well-lighted make-up room just outside the Pf” 
duction office is as individual and dignified ah. 
specimens of Kenedy’s book design and ty; 
phy displayed on its walls. 

Portraits of Louis Kenedy, president, 
Arthur Kenedy, chairman of the board, pgj Rg - 
by C. Bosseron Chambers, are hung on the gg = 
floor, where bookkeeping and other departmph meetir 
are located. Light green walls are used 
out these offices. 

Singularly interesting for its unique anda 
priate decoration is the third floor editorial 
of the Official Catholic Directory, mana 
John Cronin. Coats-of-arms of all the Dj 
archbishops in this country, centering about 
of the Pope, are emblazoned in authentic 
on one wall of the spacious office. These twey, 
four insignia, which also head the geogra 
divisions in the Directory itself, are spaced 
background of violet squares, painted on doo 
cabinets carried across the light-green wall 


Illuminated manuscripts mounted 


On the opposite wall, twenty-one reprodu 
of medieval illuminated manuscripts, mount 
white mats and framed in gold, are hung in 
lical sequence. The symbolism of each ri 
colored manuscript is briefly explained in an 
sert at the foot of the mat. 

This colorful wall decoration blends into} | 
cheerful office scheme that includes a green 
oleum floor and deep red leather couch. 

Since its beginnings, this publishing firm, 
given conscientious attention to the well-bei 
its employees and through wise planning 
maintained this policy as the firm has 

One of its valuable personnel features, i 
duced during depression years, is an employ 
loan fund, informally and flexibly adminis 
Loans, which must be for approved purposes, 
passed upon by John L. Kenedy and Miss 
office manager. Weekly repayments are ded 
from salary. 

An employees’ group insurance plan, add 
March, 1944, provides hospitalization ins 
and surgical benefits as well as life, accident, [ 
sickness insurance. 


Providence Cost Accountants Conference 
The Providence chapter of the National 
of Cost Accountants will conduct a business show in 
dence, R. L, at the Sheraton-Biltmore Hotel, April 
through 16th. 
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Officers 
Charles R. Ogsbury, president of the Commercial Con- 


Corp, Justowriter, and the Electromode Corp., has 
ced new officers and directors for the Justowriter 
Officers are Albert Fink Milton, vice-president; R. 
data mbar Elliot, Jr., secretary, and Wilfrid M. Kearns, treas- 
tion, } Directors elected to serve with T. C. Campbell, chair- 
the of of the board, are Charles R. Ogsbury, Albert Fink 
4. David M. Milton, and James A. Trainor. 
le i mercial Controls house organ, Metered Impressions, 
ified g heen superseded by a new publication, The Bandwagon. 
1d typi new publication contains news on the three companies. 


: Education 
re ct the Modern Public School Satisfactory?” will be 


» Ba litle of a talk by Dr. A. Gordon Melvin, professor of 
the sf tion at the College of the City of New York, at the 
epartmbh meeting of the Transcription Supervisors’ Association 


d ew York. The meeting will be held on the 10th at the 
Sheraton. 

and 2ihems to Meet 

Orial } The Systems & Procedures Association, New York 


aNnageiiter, will hold its next meeting on April 1st, in the 

e Dioedertising Club, New York. Richard Dryander, J. K. 

about #" & Co- will be chairman of the panel which plans to 
: calculating machines. 


the association’s March 4th meeting H. John Ross, 
inental Can Co., Inc., was re-elected president of the 
ition. Other officers elected were Everett J. Livesey, 
Savings Bank of Brooklyn, vice-president; Frank 
Standard Oil Co. (New Jersey), treasurer; James 
Laughlin, Canada Dry Ginger Ale Co., secretary; and 
H. Beatty, Metropolitan Life Insurance Co., member 


SPEED MERCHANTS 


A running herd of ante- 
lope gets places in a 
hurry, for they are known 
for their speed. We be- 
lieve in speed, too. But 
not at the expense of 
quality. Getting it out to 
you RIGHT is the basis of our service. 


CARDINAL SALES, Inc. 


JAMES H. HICKEY, Mgr. 
Distributor for Anderson-Hickey Co. 
5631 W. Madison St., Chicago 44, Ill. 
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""CHARVOZ PRECISION 
int! DRAWING SETS 


green 


Charvoz $877 
Drafting and Drawing Instruments 
Drafting and Drawing Material 


¢ PHARVOZ ROOS CORPORATION 


New York 3, New York 


1 Fifth Avenue 
‘sl Algonquin 4-0420 


FILE FOLDERS 
“UTILITY LABELS: 
ADDRESSING 
“MAILING LISTS 
& MANY. OTHER 
PURPOSES. 


ROLL LABELS“ 

ATTRACTIVELY PACKED H pepe 

IN REROLL DISPENSING WHITE » BUFE 
BOX AND DISPLAY CARTON ‘ORANGE 

| 

12 ROLLS OF ONE cotok TO CARTON t HERR Y 
WRITE FOR INFORMATION! uae ee 
% 4 


> > 


NILA 


- 


1947 


the JLMAY COMPANY 


Nie we LABELS AND DIE CUT SPECIALTIES 


11 W. 19th ST. - NEW YORK 11, N.Y. 
torch OFFICE MANAGEMENT AND EQUIPMENT 85 
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FIGURES FAST— 


When and Where You 
Need Them 


HERE’S THE ANSWEB 
to management's demand 


Opicinac()ouner 


“THE MACHINE TO COUNT ON’ 


Dilave—any time. Hun- 
dreds of auxiliary uses in 
large organizations, Keep 
one on every desk, w! 
quick calculations are 
necessary. 


Back Transfer 


device is 

A HANDY CALCULATOR featured on “any other 
Ask for Bulletin S033 price. pWeight but, 21.7 
tock. Carrying 


IVAN SORVALLiY fina my. | [3° extra. 


Visible Record 
Credit Portable ror $345 


Coat" Ssretine Complete 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years nationa use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30. Order now. Send no 
money. Satisfaction Guaranteed, 


Write for Catalog. 


Handifax 20ss-s0¥> co. ST. LOUIS 


Sheets of Cards 


Cor 
Rates are 10c a word. Minimum charge $2,099, The Nai 


WANT-AD OPPORTUN 
anual Ir 


in_ advance. Address replies to all Box Numbe 


OFFICE MANAGEMENT & EQUIPMENT, 260 fibjay {o™ 
New York 1, N. Y. theme W 
Lines Wanted nday ™ 

Hotel. 


EXPORT REPRESENTATIVES with world wide outlets dun! u 
resent manufacturers interested in Exp®*t. GT-558. ty ofice - 
he progra 


CALCUTTA, INDIA—Well established firm desires Tepresen; 
Calcutta for the Manufacturers and Sole Exporters of Pa y 25th, w 
varieties, Paperboards, Fountain Pens, Printing Inks, Stee} Ofteg a mi 
ture, Pencils and others Stationery Goods. References: Guargy 
Company of New York, Broadway, New York and Chartered 7 for the 
India, Australia & China, New York, N. Y. Please writs 
details to THE RELIANCE COMMERCIAL AGENCY. g gute SPee 
Road, Caleutta, India. : piven on é 


AM INTERESTED in agency for office machines. Wri Figmoon, tes 
Boulevard de Waterloo, Bruxelles, Belgium. ol will | 
nN 


For Sale or to Buy afternoo’ 


FOR SALE: 75.000 Ault & Wiborg Carbon & Ribbon Compa Muesda 
one-time Carbons, sF352, size $% x 11, in packages of 1,opk simplifi 
Write to the HERMANN MANUFACTURING COMPANY, Ly 

Ohio. i 


FOR SALE—One Remington Rand Electric Fanfold Biliny fe oa 
Model 80-C. A. P. W. PRODUCTS COMPANY, INC., Albany. segsday. In 


FOR SALE—Billing machine Burroughs Moon Hopkins, Style ing @ 
in A-l shape. Wite Box GT-539. 


WANTED: Dozen pocket notebooks “Shaws No. $ 2852" idock Wed 
made by Wilson Jones, red leather covered quadrille line fire 
to inch. GT-554. j|-known 


WANTED TO BUY: Any quantity of typewriters, adding praises N 
Burroughs, Moon Hopkins, REBUILT. Write Facon, 68 BAOMA is 
de Waterloo, Bruxelles, Belgium. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright: hs 
send me your sketch or model, confidential advice; literatur, Office 
POLACHEK, 1234 Broadway, New York, N. Y,. 


SCRAP BOOKS 

@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


#80....10'/2 x 8 #83....15!/2 x 12% 
#81....11/2 x 9%] #84.... 16/2 x 13% 
#82....13%2 x Il #85....23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


19-29 Rockwell Place Brooklyn, N. Y. 


LANG : a 22> woe 
WH oa The 
Loree American Junior Red Crosg¥e 6 


| Childrens’ Fund, School Correspondence, Gilt tive’ 


organi: 


REDUCED PRICES 
IMPROVED NEW MODELS 
NEW LABEL MOISTENERS 
* 


Fast Moving 


A 


“Y aa ls 
Ss oistener 


ne 


/ 


GEORGE A. BROWN 


Never before such FAST, EASY ae. ... 


iat 


PENDAFLEX & 


ice aaa fili fol, le the »HA NG. inimun 
oe “Your fling supply specialists” A 
OXFORD FILING SUPPLY CO. New York BROOKLYN St te 
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Conference and Display 
The National Office Management Association will hold 
2.00, val International Conference and Office Equipment 
60 from May 25th through 28th in Cincinnati, Ohio. 
theme will be Production Planning. 
day morning sessions will be at the Netherlands- 
. Hotel. All other conference technical sessions and 
ets dean| office equipment exhibit will be at the Music Hall. 
he program, as of this writing, is as follows: Sunday, 
95th, will be Association Day. Concurrent planning 
Steel Odinga meeting of the chapter presidents’ council, and a 


a y for the chapter’s president are scheduled. After a 
Tite Woote speech opens the meetings on Monday, a talk wil 


Y, 9 Liven on analyzing and evaluating the work load. In the 


Write pafmoon, testing office procedures and the standard practice 
nual will be discussed. The office exhibit opens on Mon- 
afternoon. 

ol Tuesday subjects scheduled include better work areas; 
Goal simplification as applied to office papers; selection and 
_ lajopment of supervisors; and white collar collective bar- 
——|:.c An annual business meeting will also be held on 
a y. In the evening there will be a banquet and dance. 
. Style sgelecting and training of personnel will open up Wednes- 
s sessions. Effective motivation will follow it. At 1 
2852” idock Wednesday, the closing luncheon will be held. A 
ine fre 4, crown speaker is scheduled to speak on “An Outsider 
———4 sises Management’s Obligations.” 

38 BAOMA is at 2118 Lincoln-Liberty Bldg., Philadelphia 7, 


Dsright; proughs Expands ‘ 2 

erature. | Office managers and others interested in adding ma- 

——tys will this spring come across a great many advertise- 
ts run by the Burroughs Adding Machine Co., 6071 

i 


ond Ave., Detroit. The company has expanded its adver- 
ig program to back up its progressive postwar product 
lopment and merchandising program. 


rofilming Demonstrated 

Walter E. Smith, Diebold, Inc., Canton, Ohio, discussed 
i demonstrated microfilming at the February meeting of 
File Executives’ Association of Philadelphia. 
) Pilice managers, file supervisors, and others interested in 
gand record management attended the meeting. 


ograph Elects 

The board of directors of the TelAutograph Corp., 
TO West Gist St. New York, has elected Robert L. Spotts 
sift tive vice-president of the company. Mr. Spotts joined 
organization in 1944 as secretary-treasurer. He formerly 
ed as assistant controller of Devoe & Raynolds, Inc. 


me company has prepared an interesting folder, Action, 
th it will gladly send to companies who request it. The 

t, beautifully printed, tells how TelAutograph assures 
o with accuracy on sales orders. TelAutograph, an 
ant control service, can be adapted to any existing pro- 
ures. The company says the instrument is easy to use. 
H just click a key and write your message. The data 


fen on the machine appears on both sending and receiv- 
struments. 


SUPERVISOR AVAILABLE 

al stenographic and typing supervisor available. 
Bnimum salary, $3,500. Box 840, OFFICE MANAGE- 
AND EQUIPMENT, 260 Fifth Ave., New York. 


-. ADD TO YOUR EFFICIENCY | 
__ WITH MASO’S _ 


“ADD-A-TRAY”, 


ALL STEEL TRAY 
SOLVES DESK FILING PROBLEMS 


Handy, attractive, convenient. Gives separate 
compartment for each work classification. 
Strong, sturdy, baked enamel, walnut, green 
or grey. "Both legal and letter sizes." STACKS 10 HIGH 
One slips over the other 
without nuts, bolts, screws. 


MASO STEEL PRODUCTS 7975.02) 5 Si flinton St. 


Order this efficiency increaser today. 


MASO MAKES THE BETTCR ONE 


NO APOLOGIES NECESSARY 
when you buy 
MOORE 
METLHED MAPTACKS 


1. You're buying the ONLY complete line 
2. You're supplying maptacks which are rugged and sturdy 
3. You're a the line sold by map companies 
EXCLUSIVELY 
Moore Marking Tacks are tops in their field, too. 
Other Moore products Include famous Moore Push-Pins and 
Push-Less Hangers 


MOORE PUSH-PIN CO., PHILADELPHIA, PA. 


Genuine Art Corners by ENGEL 
For Photo Albums. Scrap Books 


NATIONALLY ADVERTISED for mounting snapshots, posteards, clippings, 
stamps, etc. 


Gy CrgeZd 
pace xet TRANSP 
‘Aart Corners Mort Corners 


Will mount prints 
tight or i 
negatives can 
filed in back. 


100 of a color in 
mee to sell for 


“Clear as Glass." 
Complete visibility. 
Prints or stamps 
removable at will. 
100 in boxette to 
sell for 15c. 


Order from your wholesaler or write 
ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark St., Chicago 40, Ill. 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pi.. New York 3, N. Y.. GRamercy 3-374! 


rch, 
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The right 
line always 
before your 
eyes—one line 
at a time, 


Here's a sure way to speed up work in 
your office. Equip typewriters with Copy- 
RIGHT. It permits forward eye-level read- 
ing, shortens reading distance, improves 
visibility, assures greater accuracy, elimi- 
nates eyestrain, and saves up to 50%, in 
time. 

But don't take our word for it — mail the 
handy coupon and prove it to yourself. 
No obligation, of course. 


7 Six Model Sizes 


hold papers up to 


12”, 16", 20", 25", 
30", 36" wide 


Add Wings to Your Typewriters— 
Give Your Typists More Comfort 


MAIL COUPON NOW. 


F a & =z 2 & 
a Copy-RIGHT Mfg. Corp,Dept. A 
® 53 Park Plac k 7, N. Y. 


s (C0 Send illustrated ature please. 
& Fy I'd like to try a Copy-RIGHT in my office. 


¥ 

z (Attach Letter Head Please) 
nee eeeeeeee eee eaoe 
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Acco Products, Inc......... 20 
Ace Fastener Corp........ 15 
Adirondack Chair Co...... 84 


Aigner Co., G. J 
All-Steel Equip Co., Inc... 
American Hair & Felt Co... 73 
Art Steel Sales Corp. 
11, 12, 13, 14 
Automatic Pencil Sharpen- 
er Co. 


Barkley & Co., C. L....... 69 
Bates Mfg. Co....... 3rd Cover 
Blaisdell Pencil Co........ 82 
Browne-Morse Co......... 5 


Cardinal Sales, Inc........ 85 
Charvos Roos C 
a Time Recorder 
Clarotype Co., Inc., The. . 
Codo Mfg. epee 8 
ae 83 
Copy Papers, Inc. 
Copy Right Mfg. Corp.... 88 
pee Mfg. 


Daco Card & Index Co., The 81 
Dixon Crucible Co., Joseph 
70, 75 


Eagle Pencil Co............ 19 
Engel Art Corners Mfg. Co. 87 
Esterbrook Pen 4 


WR axeuiccwndoarssoeboes 69 
Faber Pencil Co., Eberhard 30 
Feldco Loose Leaf Co..... 8 
Fulton Specialty Co....... 83 


Globe-Wernicke Co., The.. 63 


Hall-Welter Co. .......... 81 
Hanson Scale Co. ........ 81 
Heyer Corp., The ......... 79 
Hunt Pen Co., C. Howard.. 72 
Hydrawlik Co., The ....... 86 
Industrial Tape Corp...... 21 
Invincible Metal ss rhe 
MA sacvusee peceee esse sea 25 


Koh-I-Noor Pencil Co., Inc. 80 


Listo Pencil Corp. ........ 84 


Majestic Looseleaf, Ine. 
Manifold Supplies Co, 
Maso Steel ee 
May Co., The J. L,. 
Melind Co. hiaee 


Office naan As 
ciation ... 
= Town n Ribbon &C 


Pittsburgh Cut Wire (Co, 


Red Feather Products 
Redi-Record Produets 
Rosenthal Co., The ..... 
Ross-Gould Co. . 
Schollhorn Co., William. 
Seng _— 
Seng usch Self-Cl 
Inkstand Co. Cleing 
Sheaffer Pen Co., W. & 
Sheppard Co., The C. E.. 
Speed-O- Print Corp. .. 
Spencer Rubber Prod, (i 
Staedtler, Inc., U.S... 
Stewart & Co., R. ii) 
Stratford Pen Corp. .... 
Sturgis Posture Chair Co. 


Ten Eyck Industries .... 
Toledo Office Equip. Co.. 


Underwood Corp. ..4th ( 


Universal Office ule 


Co., Inc. ..... 
Vogel-Peterson Co. ..... 


Watts Co., Inc., Alfred Allg 
Webster Co., F. S. ...... 
Winslow Products 
neering Corp. . 
Wolber Duplicator 4 & 
ply Co. . ‘. 
Write, Inc. ....cn0e 


pS 
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| INDEX TO ADVERTISEMDA| 


— 


New York office. 


260 Fifth Avenue 


MAY ISSUE 
Closing Date 
April 5th 


Please prepare your copy now and 
send complete instructions to our 


OFFICE MANAGEMENT & EQUIPMENT 


New York 1, & 


OFFICE MANAGEMENT AND EQUIPMENT 


March, 
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SBATES QUALITY PAYS EXTRA DIVIDENDS 
| IN LONGER, MORE SATISFACTORY SERVICE 


Tes WEMBERING 
ACHINE. 
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hen itcomes to oftice equipment the best is the least expensive inthe longrun. That's why Bates Office Aids 
e " considered the leaders by the dealers that sell them and the people that use them. The big Bates ‘B 


very month in The Saturday Evening Post is selling Bates Quality to your customers. 
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quality products 


The Bates Mfg. Co., Orange, N. J. ¢ N. Y. Office, 30 Vesey St. 
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WHAT MAKES UNDERWOS? 


i 


A research-minded organization that has never 
stopped improving its products. For more than fifty 
consecutive years Underwood has enjoyed unchal- 

lenged leadership, based on a long list of engineer- 
ing “‘firsts’’ in typewriter advantages. 


Setting the standard of performance by offer- 
ing typewriters with greater flexibility, speed, 
accuracy and durability than were elsewhere 

available . . . by always keeping a stride ahead. 


Volume of satisfied users . . . understanding 
the typewriting problems of business in gen- 
eral, and secretaries in particular. More than 
6,000,000 Underwoods, reaching all corners 
of the globe, have been helping to speed the 
world’s business. 


World-wide sales and services, conven- 
ient to evetybody in the United States and 


Underwood Corporation 


* Copyright 1917, Underwood Corporation —* ‘ 


Typewriters . 


aaa 

— 
— 

te 


f 


a 


in the principal cities of the world. Experience and 
time have taught the business world that an 
Underwood is always the happiest choice among 

typewriters. 


Underwood's post-war Standard . . . a master- 
piece of typewritiag engineering. It brings you 
Rhythm Touch . . . a wonderful addition to the 
many Underwood features you've always en- 
joyed. Rhythm Touch is a new typing concept 
.-. a delightful new experience in typewriter 
performance. Speed seems effortless. Fingers 
move easily over the new perfectly-balanced 
keyboard. 


These are the things that make Under- 
wood America's first-choice typewriter . . . 
that make Underwood “Typewriter 
Leader of the World.” 


. . Adding Machines . : 
Carbon Paper . . . Ribbons and other Supplies 


One Park Avenue, New York 16, N. Y. 


Underwood Limited, 135 Victoria Street, Toronto 1, Canada 


Sales and Service’ Everywhere 


_. Accounting Machi 
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